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HOW TO GET COLLEGE CREDIT FOR WHAT YOU.HAVE LEARNED ~
AS A HOMEMAKER AND VOLUNTEER :

Ruth-B.'Ekstrom, Abigail M. Harris; and Marlaine E. Lockheed

) .
~ INTRODUCTION -

This is a book: to help women who are thinking about entering or returning

to college after spending several years as housewives, and/or as volunteers in

their communities. Many women have learned a great deal from their;e:periences

“in the5homo and in voluntary organizations; they would'like to be able to make

others aWare of what they have learned and of the new skills and competencies

they have acquired. If you are one of.these women, this book may help you\\_

find ways to get college credit for your experience. »"‘. \\“_

Who gets college credit for their domestic and volunteer experience’

-
1

\\_’///Sally Livingstone - da1d. She organized Call for Action at radio station

'V'KABL'in.San”Francisco. In this work, Sally directed 30 volunteers who found

out about the community resources in the San Francisco Bay area and put'

together a reference book desc1ibing these resources.  She also worked in

'cooperation with the radio statton and- developed public relations programs

S

in other media (such as newspapers and television) The Credit'by=Examination

__for External Learning (CEEL) program at California State University in

San Francisco made- it possible for Sally to receive 10 hours of college credit
for this volunteer work experience.
Other women might receive college credit for organizing a tenants

strike, for work as a volunteer fn an art museum, for. running a cooperative

_lplay group for children, for telephone counse1ing of pqule who. call a

A

crisis intervention center' for skills learned in quantity food preparation

/.



for church suppers; for experience as a school board member; for -horticultural
'skills acquired from a gardening club; or for work with women's rights or ecivil

rights groups.

Reasons for Crediting Prior Learning._'If you have always thought of college
.credits as something you get for spending?a-certain.number of hours in a‘class—
' room, you may wonder how you can possiblyireceivebcredit for the things you have
done and learned outside of any college. Many colleges are beginning to recognize
that what is important in education is what a student has actually studied and .

learned and not the number of hours of teaching that a_student has received or

the amount of time she has spent in a classroom.

Y
[
A

You can learn in many different ways and places. Some of your learning@.

will come from school course work; some will come from the reading you have. N

done- some will.come from work experience; some will come from talking with n

' others- and some will come from other kinds of experiences. Of course,‘it is
possible that you ould ~have done all these things without learning anything.
-THowever; most people ‘would - have learned a, good deal from each of these activities.
What is important if you wish to obtain college credit for your experiencesm

- 1s to be able to show that you have learned something from what you have done.

if you have new skills and new ideas and- in519hts, you can show that you have

learned from your experience. -

’ Experiential learning is being recognized in many different ways. A-group
’of colleges 1nterested in giving credit for lea ning by enperience has been ;
formed This group has a program called the Council for .the Advancement of
'Experiential Learning (CALL), which will help 1ts members and other colleges
develop ways to evaluate what peonle have learned from different kinds of

: experience. Several states (e.g:, Califhfnia Connecticut, Florida, Illinois,
@« : : A

3



New Jersey and New York) already have statewide 'external degree programs
which give credit for offfcampus learning. Similar programs are being planned
in other states. Other groups are also trying‘to assist colleges and educatidnal'

agencies in developing new andfdifferent ways to look at various kinds of learn-
ing and how they"might be evaluated and assessed.
v
The Educational Testing Service/Fund for the Improvement of Postsecondary .

Education Project. One p;oject which focused on -ways to help people see how

’

life experience can be evaluated for college credit has been conducted hy"

Educational Testing Service under.a grant from the Fund'for/the_Improvement

of Postsecondary Education- This project is concerned with how women's 3

homemaking and volunteer experiences can be assessed. The book you are reading

is one outccme of this project. There are also two other companion workbocks :

/

Volunteer Work and College Credit (for volunteer groups and administrators of

volunteers) and Evaluating Woren's Life Experience Competencies for Cdllege

‘Credit (for colleges). *

How to Use This Book This book has two main parts: Section I, Descrip-'

' t1ve Information, and Section II Workbook.

L)

Thefdescriptive materials will tell you, in general terms, how the process
"of accrediting your homemaking and volunteer experience might work. Ihere
- will be a chapter describing d1fferent kinds of experiences and the skills

that yon might learn from.them. Another chapter will tell you about the kinds\
. T "t

¥ ; : T SO
of information that colleges may ask you for 1f‘you are seeking credit for -

Ty

your homemaking and volunteer experience. The different ways in which colleges

may use. this information will be described as well as the different kinds of o
. .
credit that might‘be awarded. We will tell you what cOsts may be involved in-

/

-trying'to get-these credits and also what thevadvantages are for ;96 in seeking

o




this credit. We w.ill also try'to warn you about some of the problems and
difficulties you may encounter in trying to obtain such credit. You should:
read all of the descriptive materials before you try to use the workbook

The workbook is a guide for you to use in evaluating your own experiences
and in trying to obtain college credit for them. The workbook will have
questions for you tovanswer. No two people will use the workbook in exactly
the same way. The workbook will also have places for you to keep a record

. about your homenaking.and volunteer experience and your progress in obtaining
‘college credit.for!these experiences.

You are the only person who can make the final decision about whether or
not to seek college credit for your experiences——the power is in your; hands.
If you start on a program to get this kind of credit,.don t hesitate,to
negotiate.with one or more colleges to get what you want. You have the freedom
to decide not to do what a particular college requires and to contact another
:college instead. If,"after~you getvinto a program involving credits for
experiential learning,'you find that the process'seems too difficult;'you can

decide to take traditional courses instead or even to opt out-of~college entirely.

Don t be afraid to try “an experiential learning program~like the-kinds. described in
this workbook——you have much to gain and relatijely little to lose. A college

degree or specific college courses can open up many more career and life options

|
i

for you. B
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Chapter 1.

WHAT/KINDS OF SKILLS AND LEARNING DO WOMEN ACQUIRE
' .~ 1 - AS HOMEMAKERS AND' VOLUNTEERS’

v -
PRy
P

The first ﬁfep in seeking college cred t for your homemahing and volunteer
experiences is to review what YOJ have done. Evéntually, you will need'a '
. written record of your experiences and what you feel you have ‘learned from
Leach of them. In this chapter we will describe some homemzking and volunteer
activities'and'then discuss the kinds of'skills:and competencies which may
be‘learned'from these experiences. Finally, we willAdescribe how competencies

can be related to college courses and credits.

Some Exampies of Homemaking Activities. What are some of the things'

o - - \,.

' N ' .
which women do at heme in car&ng for their house and family’ Table 1 on the

. next page includes some of these activities. 'i"
. ) .

Some Examplesvof Voluntee Activities. Almost any k'nd of job that is

fA B . .
"done {or pay/is done by someone\as a volunteer. Don't think of volunteers in

- the old- fashioned way as "Ladx Bountiful"'bringing food or cast off clothing
A\y to a needy family once or twice a\year. Today volunteers do many different |
things. If you are an elected but unpaid‘official in ;our community, such

as a member of\the school board, the\library board, city council, etc., ‘you

~.are-a volunteer. ..... If. you are an unpaid officer in your union or business group,

you are a volunteer. If you have organized or worked in a welfare rights

o

organization or tenants' rights group, you are a volunteer. If you have

organl ed and run a-‘Girl Scout cookie sale, you are a volunteer. If you have

~_

L

-helped to register voters or to lobby for\new or changed laws, you are a

volunteer.
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; Table. 1 -

Some Typical Homehékipg\égtivities
, -=ivL
]_Budgeting; family financiai planniag and management. .
Child care--for infants,. toddlers, other preschoolers, elementary school age,
- teenagers, etc. Includes physical care;mplanning‘play-activities;'teagﬁing. =
games, songs and skills; guiding moral development, etc.

LCommunicating with others--includes writing letters, making phoﬁe calls, placing
orders forsgoods and services, etc. \ ' o
\ .

o - )
Gardening\and plant care--includes care ofjlgwn,‘flower and vegetable gardens,

houseplants. : : N : /

!

AN

Home maint%nancen-inéiudés diagnosing and cérrec%ing_houéing problems such as
interior'and exterior painting, roofing, wiring, /plumbing, building. book- |
shelves or cuphoards,\etc. ' ' ! L.

\ .

-]

Iy : i ' :
Home nursing for childrer and adults--includes caﬂg during normal childhood :
diseases and aisc care of handicapped children and adults, senile adufts, etcl, *

Identifying ‘and obtaining needed community_seréices-;finding out about Social

Security, welfare, adoption, drug and alcoholism centers, etc., and how to , !
get help from them. ¢ , '
’ ,

Interior decurating--planning for repainting, new inpcovérs,.curtaing,.or
upholstery, new rugs or furniture, rearranging furniture, etc.

1

Laundty and housecleaning. "
Meal planﬂing and preparation.
Yet care.

Sewing,'needleworké-includes making clothing, slipcovérs, cﬁrtéins; etc.,

knitting, crocheting, ﬁeedlepoint, etc. |
. o
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.‘The’list in Table 2 .on the nextftwo pages is the index ‘used by the"

Clearinghduse of the National Center for Voluntary Action to describe differcnt _

- */t

types of volunteer programs. Not every kind of volunteer activity is listed

B -~

o here butlthis.list should help you to start thinking about your own volunteer ’

work experience. 'Don t be scared off’ by'the large-variety of volunteer activ: ,

A . .

ities. If you can demonsf’ate skills in. even one of the areas, you may be:
- / , S :
able to obtain college credit. . . o

l
LAy N

v

Later on, we will try to describe volunteer work more completely. ’

’% To do this,\we will talk about the—difference between the t yp of volunteer
e .

: organization where the work was done and the kind of work activ1ty, If for

i example, ynur volunteer activities include doing wonk involving teaching people _

(i R

‘ about the environment for. both the Girl Scouts and the Sierra Club and also
writing articles for the local newspaper about one of the\Girl Scout troop s

EERCHE i . . -

cookie sale, you would say thaéﬁteaching_about the envirdnment is the ‘same T

yp of activity, even though you are. doing it for two different volunteer_ )

groups Writing about the cookie“Sale and teaching about the environment

) are different activities, even though you are doing them for\the same organi-

. : yoar

N : v

zation (the Girl Scouts) lﬁ_r ”.1_ oo *:‘.”. o ‘i S

In the following section\\we will try to help you think about what you
'5; have done in terms of where you did it what you did and the skills you

. learned ”‘\\\\\\
. ,“” Thinkipg about Skills and Gompetencies. As we mbntioned you will want

1

.bto think about not only what you have done but, more\i@p\\tantly, what you
\ e .
have 1earned from doing these‘fhings. o A - ‘\\\\\\S;;
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: Table 2 .
' { Clearinghouse lndex of-Yolunteer Programs

-~

Administration and Organization S

Operating volunteer bureaus; mounting recruitment drives, award programS'

. volunteer orientation.

. Civic Affairs

~ Stimulating - community interest in government assisting in voter registra—='

" tion; engaging in lcbbying,fploposing legislation..

Communications and Public/Relations
Writing copy, newsletters, educational material bulletins, radio scripts

for programs, manning speakers bureaus. .

/" .
. = . -

v

Community Services
Serving on advisory bodies to government organizing self—help groups;
forming coalitions :for planning ‘and action, manning information centers,

' partieipating in broad community improvement programs. . S

(]

Consumer Services, ‘-.\° : : - »

——v—Educatinghpeople»on how-to- get-more- for--their-money,—how-to- budget,-u I

what to buy, pitfalls of credit; setting up co-ops and buying groups;
answering consumer complainﬂs and investigating fraud . :

P

1 Cultural Activities

Teaching art, bringing theatre and music to. schools and ghettOS' ‘acting - .

e USSR I i

. Jas’ guides~and lecturerS‘in museams. 3

' A . Y\

Education : : -
-Improving- the educationar level of young and old--serV1ng as' teacher
aides, tutoring children and illiterates, teaching English as a-second
language, contributing to school talent banks, getting books to, kids,
bolstering library services; keeping children in school or returning
drop-outs, providing scbolarships. _ .

. 11

Agployment and- Jobs g

! Counseling young people on careers; mounting career fairs; 1mproving
‘*'"‘1oyment possibilities through job orientation,.providing*skill

training, placement srrvices. : /

Entrep;eneurshipf/ 2/

~ Assisting minority eople in setting up their own businesses; providing
consulting and advisory services management training ‘and financial

assis/ance. o <
A / o o v

Family- Youth-, ‘and Children-Oriented Services
Serving as big brothers  and sisters, starting and operating, day care’
services; improving homemaking skills of the inexperienced; providing
- foster -homes;: brightening and ‘enriching residential facilities like
'orphahages, adopting and acting as a problem-solver for underprivileged
families. SR

R, PR e e e e s e e o e 1

e Lw
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Give-Away Programs ] ?- . A e !
Providing emergency food, clothes, and household equipment to the needy
~ and th2 disaster—stricken, brightening ‘holidays w: th gifts operating
gift shops.\, S S S , L -
‘Health and Mental Health . . foo |
- Educating the young and o0ld on' prevention of disease/ drug addiction,_ S
. ~alcoholism; . filling numerous roles in hospitals, and ; clinics- becoming -
‘a member of .a therapeutic tedm to rehabilitate. the mentally 111, drug-
addicted; helping-with reintegrating into the community, bringing medical

- services to the poor. . - ) , A . ~

Housing s o T : & . . C f

- Improving existing structures in rundown areas, getting involved in
problems of relocation, investigating offenses against fair: housing X .
laws, facilitating tenant-landlord relationships ' advising new home I
© owners -on property management, mortgages, insurance, _budgets. = . . _ s
Interracial/Interethnic/Intergroup Relations _.3 : oL
- Establishing programs~to reach inner-city people, participating in .
.. -efforts fon integration- bridging the generation gap. P o _///f/ff

/ /;/;<>//*f“ff“*“”/f’. R

i L_gal Rights, Law Enforcenent “and . Crime P;evention’f R ' i 2

.. Serving as a probation & .de;~pmovidingilaw_educationifor;laylgroups,___i_ e
" - . improving police-community relations; befriending prisoners while in ~ ° .

jail: and afterwards 'taking part in volunteer programs in juvenile in-'

stitutions._ W , . : /. : o
L. :.‘ , .

; - .
/

1

!
i
:

[ '.

t .

Nutrition o . : /', ; .

- -Teaching-good- eating habits, better food~preparation, promoting school- —
lunch programs; helping in school cafeterias aiding in food distribution'

i delivering\meals to the old, -the . il ». the handicapped T :

el . e

Physical Envircnment,” Except Housing f o o U

- Fighting the further spread of pollution through research data

- gathering and code enforcement, restoring land, waters, improving the -
~urban s ene; creatlng playgrounds and parks cleaning up littered :
highways. ;'_h- ‘ : S

\

-1

Psychologgcal/Social Support Services
- ~—-——Providing- companionship*to*the"shut—in~~the—aged*~becoming"a foster -
e parent°'sharing housekeeping 8kills;, giving telephone guidance and

-
. reassurance. o R _ _ /
: ~£

‘ " » ) c ) ] - Y Lo o
Recreation,_. ’ A
Providing play activities and play space coaching in sports, teaching
arts-and -crafts; -giving parties for- children, senior’ citizens; making
" vacations possible for the disadvantaged;, the retarded the handicapped

promoting community swimming pools serving in drop~in,centers. ;

1)

Tnansportatlon : - :
-,Chauffeuring, driver education,vsafety education, programs including a-
driver training component.

BT

- N
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In some colleges, you will be asked to, show how : the things you have

learned are related to the-courses: which the college offers ‘ - You may be able

to present materials showing what you have learned or to take written or oral

— /

a"

. ‘examinations based on your knowIedge that will give you credit for some courses._

s . ,&

.Each college has"its own way of.doing things so~you must'finﬂ out for yourself. Ty

what any college you would like, to attend will require ofwy u, ‘Later in this -

A ,- st

workbook we wil1 describe some of/fhe problqns you may find and talk about

p——
e ¢t

ways . to deal with them. o f.~' . :,f '{.:f '1 LT e

' You will fipd that a few colleges may talk about the things you have '

learned as competencies.7 By this, these colleges mean a set of abilities or 'fﬁ'

~.
~—

quaiities which, if the college has a- "competency-based curriculum,; are-re-f_-f\;\

...'..1 e

quired as part of a program or.of all graduates; Most colleges with a conpetency~*

0

u.based program have some way of ° testing or evaluating students to see if they

:haVe achieved the particular skill or ability. For example, if one competency o

is "The student is competent in communication skills" (this is one of: thef

P

" competencies required at Mars Hil] College in North Carolina), then you might

be able to prove that. you have this skill by presenting examples of your

L.
A% . B - R

writing or - presenting a tape recording of talks you. have given.' Instead/of

\
.-asking for samples of your writing or talks, the college might ask you to
g
““write a“composition'for“them*or to prepare and-give a—talk" to“a?grodp“qf'—

.faculty and students.' ' N ‘- ' f"_ : T ‘ /

,This sample‘of_competencies for volunteers and homemakers'is calledzthe

~

! - '
f

N

!
P

\

\

‘or skills that are learned in various kind§.of volunteer and homemak ng. work.

In tne workbook you)will —find-an— example_of_the kinds of compet?pcies

A . . . : . .

7

Y

16
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S Can"-lists. No one in a given activity learns all of the things on any

,.

of these lists, but ‘the "I Cans" should help you begin thinking about what
" you have learned and help you make your own list of competencies.
One of the main problems will be for you to understand for yourself Just 'k
'_ what skills and - competencies you have learneﬂ and how to describe fhem to ; -

others. Colleges ftep have a special language of their own that they use in
e :
talking about courses and requirements. In the workbook we will try ‘to help B

o

you understand that language and also tell you about where you can get help in ot

. deScribing your knowledge to others. C _' i34'~; : - ,v'. \\\\'

- L ) . .l

;o Relevance of Competencies to Postsecondary Education._ ‘As we mentioned

ol

'earlier, a few colleges have_a.cempecency-based—program but“many ofh‘r colleges_—"_

"~ havn a progvam based on. taking certain courses. Colleges which stress: courses-
- and which do not award credit for learning from experience often argue thatﬁ'

\

although experience may teach an individual how to perform job-related skills,
' experience does not give people an understanding of the - theories and knowledge\

which determine how and when these skills are applied They feel that under—» \\
S

. standing the theories behind what you do- 1s better learned in the classroom. “\

e

' You may face the problem of. Showing such coIleges that you understand the- ) BN

theories and-reasons behind what you have done.. This understanding may be of

e e el e L o 7 .

o major importance to. many colleges. o : - A
‘ v .
Most people grow in knowledge from doing things as well as from taking - “

-

courses. After doing some : things_more than once “you see alternative ways and a

v hd

reasons for doing something one - way or another. Slow&y ‘you develop a theory

-

ERIC © e
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s
i,
!

‘or understanding of why and what to do. Collegevcourses and programs often put.
, ‘ a? .
the iearning of a theory first and then help you to apply the understanding

.”of that theory in the things you do in your life and your". career.
Some colleges have a group of required courses wh1ch all of their students

;must take. In liberal arts programs, these courses may be the‘ general educa—

L3

'4Vtion par\\pf a college curriculum The idea behind such requirements is a-

% “

’belief that there are some bas}c things which all‘college educatea people"
b TR e

should know and/or be able to do. Many colleges, for example, feel that being
able to write well and communicate w1th others is an important skill for all of

their- studentsmv vayou have hadovolunteer experience writing newsletters, news-

>

- papers, radio .or television articles or ‘in developing program descriptions or

L
-9 7

-—trarning“materials about—your‘vnlunteer organization‘*you may‘be able t--~m~;—~-—~l

P

demonstrate to the college that you already have this kind of Sklll»

. In SOme fields of study in college there are certain other requirements
“ o . - : . ¢ 54 .
" for all students._ Often these requirements include an introductory course to”

give evenyonekshe same basfc overview and understanding of the field before

more specialized courses are taken% You-may.be able to bbtain credit for such

courses on the‘basis of your'experience.' Fbr example if ‘you have’been active'

e

jin the League of Wbmen Voters or in working“for a political party or candidate'

!— ' .

_you mighL be able Lo obtain credit for an introductory course on the American __;

political system o T N o : o
’4:» - . C " . : .
Still another kind of course which some college programs require is a,"field

experience " "interuship, A practicum ,course. These courses mean that you go

j.outside of the classroom and try your skills in’'a real work experience. For

a2 .

W

[P B - . x
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// . - .
example, soc1al service)and counseling: programu frequently

-spend a semester wor\ing in a community agency. If you have already had this% g

oy

you may not be required ro take t ese~pract1cum

' experience as a volun eer

. courses. Many home ec nomics prggrams require their studeﬁ s to spend some

’time living in a "homew_‘nagement" house on the college can
(,. .' B
If you are a hom aker now, you may

-M;have the’ experience of running a home.

-‘\..

.t
~

;be able to obtain credit for this kind of‘experience.'

as homemakers and\\\.

What kinds of skills and learning do women acquir
ﬁach woman has

o

‘ volunteers? The list of activities is long and vari'd

B




Chapter 2

a:‘v : WHAT KIND OF INFORMATION WILL THE COLLECE WANT’

If you ‘are thinking about getting college credit for your homemaking ”fi:.‘;.f

and/or volunteer experience, you must expect that the college will want to’

know a lot—about what you have done. They will probably ask SOmeone to i;é;nf"

wOrk'with you iu getting a description qf your experience. Most co’leges

\ 4 . E- S
s

AT will want to ‘have one .or more‘interviews or meetings.with you to ta1k about T
[ & . STy

your experience. After these meetings, they will probably ask you to write

-, 4

'\ .

'a-description of- what you have done.‘ 01 _ o :»,.#

e

. ’ ) ’ ) .

:_ Before you write out a detailed description or even decide definitely

. '
that you want ro do the work involved in.obtaining credit for your exgerience,’ii*j

!

you‘—Ho_ld first meet with someoﬂe f‘?m the college you plan to’ attend.ﬁiYou T
o . sl R P

r))

_ should find out exactly what kind of information the college wants andrhow j.fﬁ '?f
g ‘the college wants you to prepare this information, Do not’ spend a lot of time
— .y‘ o . — - .
\ writing a detailed record of your experience before you find out if the college e
you are interested in attending will want this kind of- record ‘f
~ R : -
Identifying Learning Experiences. The first step in preparing a description i
) w‘ll bg to make a list of your own volunteer and homemaking experiences.;yThewf
..."‘-fk . . . Lo
"L ea iest way to do this is ‘to work backward year by yearu_ Let 8. see how one’ S ";
k. . . T . . . . . : . ~\v ) P N _.' n o .
.. WIOm: n's. list looks’- : e .__;_______-___ e b S e e gt e
; Jane_Jones.-‘Now: e R 'Member of’ the Ci*“ 2arks S ok
' : S, Commission; homemaker-mother of-
B two teenage children. “:; _g_.u
T " '?-\Eéstiyear:ﬂ;" N F }Lobbied for increased parks ap ;s ‘
. SR o ‘ ' ‘propriation before mayor s couucil.,‘.
AT & — The three yeatsAb%fore:that"Wrote articles for local news~-.'
' ot e ' IR - paper on'need, for better parks for -
A ;%___“é;‘v‘_"ﬂ ' . T ‘Neighborhood Parks Associarion..:r:
B u___._Five years agoT—\-wiy_b-<~~———0rganized Neighborhood Parks Associa_ﬂ

‘”¢'f Vo tion ;and. served as. first president.

p"\




-

Jane has been involved in several different kinds of volunteer work“‘ When
her children were small, she organized a neighborhood play group with, four
other mothers. Each mother tdok care of*all of the children one day a week‘-
and organized games neighborhood trips, etc. for the children. :

When Jane took the play group to ‘the neighborhood park, she noticed that the
.- park, was. littered and dirty, that: many/swings and other play equipment were.

. broken so.the children could not use hem. She talked with the families of

. thefchildren in the play group “and other families «in the neighborhood about
the bad condition of the»park When/they were dnable to get’ the city to do
~.“anythdng about the park, Jane organized the neighborhood for a park clean—up“"
campaign. This became a yearly activity and eventually a Neighboérhcod Parks

v AsSociation was formed As’ president of the Neighborhood Parks Association,
/Jane wrote:a letter to one of the/city newspapers atout the bad condition of
this and many other neighbtirhoo /parks An the' city. As a result of her letter,'
the ‘newspaper editor asked her if she Would like to. write a series of articles
_about -the need for better. parks/ Last year Jane made an appointment with the ’
“mayor and several city officiais to find out, for her newspaper articles, why .
the parks were in such bad,co 2%tion. . When théy told -her that. the city did‘not
‘have- enough money for the parks, she began to attend the open meetings of the -
-mayor's council and to talk/with the counci members about the need for more

_money for neighborhood parKs.” As: a result of Jane's efforts, the money for

" the parks was 'increased. /This year the mayor ‘4sked her to be one of the five

~~members of--the- City Parks Gommissdiens -.n-T;——n-~77«‘~w~-7¢~m~-”w~~«w-« R TP

- When you’{inish yohr 1ist go back through it and group -your activities

into related areas; this will help you see the patterns in your experience...

L]

i

* [
" You will neej/éo separate your activities according to the kind -of work

© acti vity. Remember that we discussed”earlier the difference between the type - -

’

1of organization where the York was done and the kind of work activity, Among_

-

o/ ‘
the kinds of/organizations where volunteer work is donE'are.ﬂ health and

.hospital groups;'educational groups‘ justice, legal rights, and law enforcement

; groups, religious groups 'political groups; and professional and union groups.

/. e ,
' Among the kinds of volunteer work done are: administration public relations
//’ .
and fund raising, direct service to other people (such as serving as a tutor,

a counseior, or a youth group leader); and indirect service to. others (such as

. ..\ - : - T

doing research about community’needs or lobbying for'new 1aws)

B

Thls is a good time for you to regd through the "I Ca lists in '

‘Appendix A, These lists will give you an-idea of. some of the kinds

. RN L . L ot _‘\
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of competencies which other women have. acquired from their volunteer work
and homemaking experience. Do not think that you should be able to do ell

or most of the things listed in any™area’ even if. you have had a lot«of volunteer '

and homemaking experience.v "*' ;_ Ni

iy

1After you have_read the "I Can"’lists you are'ready to develop your own,

'list.. You may want to use the "I Can" lists to help you or you may prefer to_:

.

write your "I Cans" in your own words. Sally, a woman who organized a play ,g

group for her ovm and other ne_ hborhood children, made the following list'

As the organizer and- operator of a play group, I can.' _' R
Get other parents to work cooperatively with me‘
- Co " Set up and- keép ‘a, work schedule, including copin° o
o .. -with emergency" éﬁaﬁgbi SR e
" o ‘Plan activities- appropr ate for preschool éhildren' .
" " Teach games to préschool children‘ . -
Teach arts and crafts to,preschool children. _
" "Tell stories” to preschool children; °© - B
. Teach ch*ldren about their neighborhood and community,
Plan and . prepare- nutritious meals suitable for pre-
scnool children' c B
* Give first-aid for simple qnergencies, '
Recognize the symptoms of common childhood diseases.

*

-

- I If, for example, you have worked to raise money. for a church, school, or/
. - /

: health-care organization you would turn to the 3 Can" list for a Fupd Raise
: j : /
to see how many of these skills are’ things which you have learned or can do.

. Then you would write down a list of the sk‘ils and“knowledge which you %ave as

the result of work ng as a fund raiser, adding to" the "1 Can" lists as nee ed

i} /

”

o o e s s e —_—— —_— =

’ There are two basic ways of organizing descriptions of your voluntee/ and

.\",

: homemaking experience., If you have worked almost exclusively with one volunteer‘,.'
R ' - ’ /
gencylor program but have had numerous jobs within that program, you will
D [

probably want to concentrate on the activities of the program and. the,skills
/

you acquired in these activities. Similarly, if most-of'your homemaking o

W ‘. . . . »
[T . i . . >

»




activities have :involved child care, you will want to-concentrate on this area.

If, on the other hand, you have worked in a number of different volunteer

fprograms'or agéncies,_or'have done a great variety-of-homemaking'activities,

you will probably want to look for the ~common aspects which you can identify

‘across these experiences. For example, if you keep your family budget and

|
- .

financial records, have been a bookkeeper for the local thrift shop, the

treasurer of the PTA, and district chairperson for the Girl Scout cookie

. ‘
Pt

- sale, you have gained a variety of skills in financial management.

i
Documenting Your' Experiences. After you have read through the "I Can"

lists and have developed your own "I Can" list of competencies, you will 5
probably be asked by the - co]lege to demonstrate that you can do and have learned

the things,you have listed This is often referred to as. "documentation of"' :if‘i:

- ™ . ) v . .
. - ]

.your experience. Documentation means presenting evidence to support a; statement.

_'If you say that you know or can do certain things,'colleges will -want - to have

some evidence or. indication of what “you. have 1earned Some schools may call

this developing a portfolio. :;;_ K

B

There are three basic ways in which you ‘can demonstrate your competencies.:

3

(l) by’ taking examinations‘ (°) by presenting evidence from others; and (3) by h w‘

presenting ydur own evidence about your experience._ Even when "olleges do not.

—— “r
i

tyaen

do1m ﬂ%ymrtake1nrexmm&éthm. — ;'_ - 'f_“fﬁjw”;:;“ﬁﬁLf“¥;?:t

Examinations. There are two dif’erent kinds of examinations which may‘be

" v *

involved in assessing your competencies and prior experience.. Cl) testing pro—“

grams which are designed!for students in many different colleges, and (2) tests

designed by a particular college, itself fpr its own students. R I T
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There are three national standardized testing programq which have ‘been
designed to help college_ assess what people have learned from various kinds

0f experience. These are the College-Level Examination Program (CLEP) the

s

American College Testing Proficiency Examination Program (ACT-PEP), and the

" New York State Regents sxternal Degree Examination (REDE)

RN

- The College—Level Examination Program is given at test centers all oyer'’
" the United Qtates and in some foreign cities. There are two types of examina-_

tions: (1) the General Examination, and (2) the Subject Examination. The .
i .
General Examinations cover five areas- English Composition, Humanities,

Hathematics, Natural Sciences, and 90cial Sciences—History. The material

in these examinat1ons is similar to what is covered in beginnﬁng level college

"

courses in these areas., The amount of credit awarded is ‘up to the individual

! .

«but—colleges—may award—as~many'as 273 edit—hours or*one*full“year of“—““““

’credit if you pasy all five of these examinations w1th a satisfactoty grade.

|

The SubJect Examinations ieasure what you might have learned if you ‘had taken i

\‘1

specific co]lege COurses. ?For more info%mation about these examinations and -
: i - £\ A S :
their content, turn to the workbook section.. ;

E

The New York Regents External Degree Examination (REDE) was originally

developed by. the University of the Stat of New Yor but they are now accepted

by colleges in many parts of the countfy.. V“';‘i"_" s

.

! ';‘ The ACT Proficiency Examination/Programacovers what you might learn iE___s_;..“,

k3 . ——— e —— e s s -
RS - L T '

N specific college coursés. For more information about ‘these. examinations and

their content, turn to~ the workb\/ok section.

Other standardized examinations which colleges may use to assess what
you have learned from your experience include the Advanced Placqnenﬁ%Examination,
t gvv; R *.1"// v ;

s
7
-

-
BONEE
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the_achievement tests'of‘the American College Testing Program or the dollege
' Entrance'Examidation Board;_the Undergraduate ProgrsQ;Eield lest,-or the |
Graduate RecordhExaminations.. ‘ :*\ | ;
There are¢some;problemslwhich may occur‘in_obtaining.college credit'by -

examination.‘ Colleges may differ,over what they will'accept as a "satisfactory"

passing»grade on-these tests. Some lleges will\allow you to . omit .an
. : oo 1 . ' ‘\ '
introductory or. required course on the. basis of these examinations but will

.

- not award credits toward a. degree for this, so you would still have to take

the same"number of coursesw . Colleges may also have rules about the number of

-fpredits by examination which they will accept. Before you:take these examina-

\- .
r T

.tions, you should be sure that the college you want to attend will accept them.

yYou snould also be sure that you take*standardized examinations only when they -

1.
- go—

- are really appropriate ways to. measure what you have learned from your experien'e.

o

- '_w-.

‘ Most such tests have descriptive booklets with sample qtestions which can help i r;~'
AN

- ) '

:you to d°cide if the examination covers the kinds of things you have learned. R

The other type of examination which may. be used to help the college assess f

;:what you have learned is\that developed by the college itself Some colleges

I .

. \ ' .
havé developed or are willing to bevelop their own special examinations to assess

what studenosllike yourself have learned from their- experiences, “other” colleges .
,,_,J—f-."” . .. b .

JUPPPETSS “t

use the same~ examination that students usually take at the end of a course.

———-——Sometimes colleges, evenithough they_dolnot,usually_award credit for learn—

L.
b .

ing from prior experience will allow students to challenge a’ course. When

I
] LY

you ask to challenge a course, you are saying to the college that you think you

: already know the things being taught in that“course.' Sometimes colleges ask

. S
students who challenge a course to take a "challenge examination"--this may be

.....




the final examination for the?course.or some other-written test. The examina4

o

- tion given by a college may be an oral examination or a demonstration rather

than a written test. Oral examinations *avolve your talking with one or more T
"faculfy members and answe*ing their questicns about what you have done and
learned. Demonstrations involve your showing others what you can do, for

n\\ple, you might be - given some financial information and asked ‘to draw up ".?

L,
ol

a budget. B : SU :g.;
v !

Colleges may sometimes allow you credit for a course which you have

"‘-

'challenged if you take and can successfully pass ‘a more advanced course in o

i;the same subject. Fer example, if you have learned some Spanish in- your I

B, .
N T . -+

volunteer work in a Mexican-American neighborhood, you might want to” challenge

'\!..

"the Introductorv Spanish cburse at your college. The college might then agreeA*"

r o 5,
O U S O,

“““to give you creait‘f01 I‘troductory Soanish if you take Intermediate Spanish

- k)

for credit also, and pass it satisfactori7 . At other times, a college may

ask you to meet with the professor who teaches the course you are challenging
"and‘uet her/him decide ‘how to assess what you have learned and whether or not, ' -

you should receive credit for the course.? Whenever you are asked to meet Wch

‘a faculty member to talk about what you have learned from your experience vﬁf‘

. you should think about the best way to pfesent what you have learned. The

-

two documentation approaches discussed below will help you do this. _ ....im

Evidence from Others.._There are three kinds of—evidence from others

which you may use to document wbat vou have learned“ (l) descriptions of

the instruction or training which you received (2) desqriptions of your i,”\
/ . B )
» volunteer job and (3) evaluations of the work which you did, o N\

MY . N
,
.




Colleges are just beginningxto recognize that volunteer jobs, like- paid N

¢

jobs, often involve a considerable amount of training and formal instZ?cﬁion.
- g..
There are two offices now working to evaluate the training and instructional L7

"

o programs offered by- business, industry and volunteer groups. (1) the University

-
.

of . the State of New York's Office of Noncollegiate Sponsored Instruction,'
,and (2) the American Corncil on Education s Office on Educational Credit._'

“Each of these offices visits training programs and, after observation and - oy
careful study of their content, rrepares a recommendatlon about the equivalency
: of the volunteer training program to college course credit.. Volunteer training

o -

programs for the Literacy Volunteers of America, the- New York Botanical Garden,}‘aq

.\" A it

and the Boy Scouts of America ‘are among those which have already been evaluated

& R \ .- i ' “ B
by these. offices._' L ‘ : o ' o ‘

If you hope to receive college credit for what you have learned in the

¥ ot
Ry
o

training programs for your volunteer work it is important for you to have a - o+
‘il ' A

careful description of'this training. This description should include a summary

- .

of what you were taught by whom, the number of hours or days of instruction,
‘:and the instructional materials (books, films, etc. ) used If possible, include

: in the material you prepare for a’ college a copy (not the original) of any;

A 3 \

certificate or letter which confirms that you completed this training satis-'

-factorily. If the training program is _one that is given regularly by a«nation-

v

" wide volunteer organization, you may want to write to the national office to see

RSy

if they have prepared such a description of their training programs to help

: -»women like yourself or if they have had their training program evaluated by

KS

L_either'of the two offices mentioned above. If the tra1nin program is one giveén

e 3
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regularly by a local volunteer 'grovp, they mayvbe willing to help you and'other' ~

women who are imterested in obtaining college credit for volunteer work Compe—

L4

. tencies in préparing a-program description.

- A second ‘Kind of evidence from others is job descriptions. ‘Descriptions

<

- of volunteer jobs should indicate in detail the kinds of tasks which you have

\ ‘

-..done the amount of supervision which you received, and the amount of responsi-.

: / . "
'bility which-you had. (In business such.descriptions often iqclude'the number

of people supervised and/or the size of  the budget for which an’ individual

is- responsible ) . If you are seeking credit for homemaking activities or if
ﬁthe volunteer organizations in which you work do not ‘have ]Ob descriptions, you h
kmay be able to prepare a jobldescription yourself.’ .

ta

The third way to document your experience with evidence from others, is

v

to obtain a report or evaluation of the work which you did. Such reports are

.

. N \ r .
usually obtained from the person(s) whp.supervised your work. HoweVer, for

~ o~

- some kinds of jobs, evaluations from co-workers or. clients ‘could be appropriate.
When you get such a.report, whether from aJsupervisor”or someone else,.it

' should include a description~of the nature of the work_you'did;lthe particular”'

\- '

duties you performed' the amount of . time you spent doing this, and an evaluation

e

of the quality of your work The name, address and Job title of the supervisor

or evaliator should be indicated. Some volunteer agencies keep records of this
o .

kind of igformation and can help you with this. If you are asking someone
to write a report or evaluation for you, it is important that they understand
that this report is“different from the usual letter of recommendation' this -

report should stress wiiat you learned as a result of doing this work'and the_

- v

: competenciges which you gained.
! - _ o«

’ ’ ..

- v
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Homemakers may also find that ey can use evidence from others to document
.their competencies. If for example, you have been working closely with your
family doctor to understand the problems which your handicapped child faces
and to leirn how to deal with these, the doctor may be able to‘write a description
of what you have read about the problems of the handicapped ‘and the techniques

which he has taught yous oOr which'you have discovered, that can ‘be used with

R

handicapped childr¢n. = .

> Colleges ,use evidence from others in two. ways. (l) to verify or check.

4 that what you have said is accurate 'or (2) to. validate your experience. Typically,4

a less det ed verification report is asked for when the college assz§ses your

rom’ the experience in some other way (by examination writing a paper,f

-

learniﬁg

etc.). - Whehr ’e ccllege saYs that they will use the description to validate

K

your experience, they will want a really detailed'report from someone about , )

what you didpand what;youflearned; this report will substitute for any.other
'.kind of assessment. Do not ask to hawve reports prepared by others until‘you

are isure that your college will use them and untiliyou know exactlyfhow=the;v:n.

-

' college wants to have this information described’ and sent to them.

The proQ}ems involved:in getting evidence from others are chiefly related

b

to the lack of records and oLher information about volunteer work and training

volunteer groups.» There is a companion to this workbook designed to help

-

volunteer organigations and agencies understand more about the problems involved
in assessing volunteer,exp rience for" college credit and what theyvcan do to

tﬁhelp'women like, you. Yo ‘may want to tell the vélunteer groups you work with

’




A

about-this workbook. It is called Volunteer Work and College Credit. ‘It can

be ordered from Educational Testing Service, Princeton New Jersey 08541 and

1
BN i LN

.costs $3 00

. s

Your Own Evidence. ' If the'work which\you have done as & volunteer'did'not‘
° }

B o~

jinvolvefcaking training courses or ‘being supervised by others, or if you are
seeklng college credits for your homqnaking experience. you may find that the
best evidence to document your competencies is what you, yourself can prepare
for the college. Some of the common ways in.which this kind of evidence 1is

presented are" (l) poftfolios, ) written descriptions° (3) checklists : and \

(4) work samples.

_‘f'

l.

. The portfolio is probably the method most frequently used by colleges to

'assess prior learning experiences. Many colleges which uSe this approach
¢
,offer special workshops to help students 1earn how to prepare P rtfolios.

\ -
v

A tool which can help you, if your college asks you to prepare ‘a portfolio ,

avout your’ experience,-ws Assessing Prior searning: A CAEL Student Guide by

-

Aubrey Forrest. It is published by CAEL {Council for the Advancement of-

\

Experiential Learning), American City’Building, Columbia, Maryland‘21044 and

—_—

costs'SB.OOf As this Yook indicates, portfolios are intended to "facilitate

P LA - s A ' f

and support a rE”UP:C for credit or recogn1tion for prior. learning " A typicalx L

portfolio might include. (l) a table of contents; (4/ your autobiography,

.-J

(3). descriptions of learning, (4) specific requests for credit or recognition
of learning, ‘and (5) an .appendix.. Usually, such a portfolio will stress the

descriptions of learning section, actual documentation, such as work samples,

. is included in the appendix.
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‘ Some colleges will not want you to prepare a formal portfolio but will

)
' N

3instead rask you to write a description of what you have—done"and the things

that you have learned from this'experience.' Sometimes, if the college is -

‘trying'%o relate different kinds of experiences which you have had to severaJ

8 Acourses or fields of Study, it may ‘be necessary for you to write more . than one

‘_.:

'such desc1iptive paper. Eor example, if you are seeking college credit in

“~

child growth and development on.the basis’ of what you have learned as a mother
"and also seeﬁing credit in the management of human resources on the basis of

st

l'what you have learned as the president of a volunteer group, ‘you would prbbably

be asked to write separate descriptions for these two topics.

’

0ccasionally,'colleges which do not typically grant credit. for experiential
1earning may do so if you ask a faculty member -if you can prepare a paper on- “your

volunteer or. homemaking experience as part of a program of "independent study "//In-

'.dependent study usually involves a student and a professor, agreeing together about

what kind ‘of work ‘the student will do ‘and how much credit will be .grantel. Of ten

4

/

gfsuch courses involve students read1ng and /or work g on their own,/or inde-

pendently) and meeting only occasionally with the professor, frequently the

—A'

student is asked to write~one or more papers describing what s/he has,learned

'S

from the reading and/or work -Do not hesitate to talk about vour volunteer
- g

. and homemaking expériencenwith the profefsor in any college course which you’?;'-~

take. Most professors will be interested in how your experience relates to. o

’ their-course or field of study;-such"conversations may help ‘to open up an

L

"opporfunity for you to do an independent study paper about. your experience. .

.

Some,colleges which'regularly assess experiential learning may ask you -

to read through checklists of things related tbfspecifiC¢fie1ds of-study and
: -ec. i . 3

- ] . R -
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-

.7

..' . ’

- to indicate those topics which are most relevant to your own experience. The f’

college then uses these checklists ‘to focus the. content of other assessment-—-

' whether by the use of examinations, portfolios, or other techniques. Check-

s M
-

“vwlists also help colleges compare students who have had similar éxperience or

who feel they have learned similar things from different kinds of experience.
Still another way of providing evidence to a. college to document your
“competencies is by havinv shmples of your work. 1if your work involved written:f

ooh

reports, articles, diaries, work logs," or other s1milar records, these can be o

4

o used as evidence to support your statements about what you have learned :Iff

t .‘

~ you have made clothes, painted pictures designed or. decorated a home, or done

ENY

other things where you can show work samples, the college may ask to see onﬂ.or

v

more products which are examples of what you have done. Sometimes work samples‘

LN
involve doing what' you-have learned. For example, you might be :asked to demon-

' strate what you have learned about teaching or working with children, in cooking,

; or-in counseling adults by actually teaching, or cooking, or counseling
‘ ‘ =3 . i o,

.v(.

Remember, you should not begin to prepare a portfolio or any other kind C

“of ev1dence until you know exactly what kind of information your college w1Ll T
want. = s -

.When you use examinations to help document‘what-you‘have learned L1t is

your responsibility to se1ect those: tests which are appropriate to your ex-

perience. When documentation involves assessment- by the college itself, with

I
the help of*evidence which you ot others provide the college should try to -

get as clear an understanding as possible about what you have leaxned S0 that

. .
| : . . . : - .
- i
o
o !
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Aruitoxt provided by Eic:

ol

from deinglﬁhese things.

2_8 oL -

'rwill.colleges want /to have’ They want,to know what you have learned from these

~ H

‘ experiences; Be/sure when you talk with people at a college or when you prepare

: Lo ' -
-a written deso iption of yopr experience, that you stress what yoqu have learned ’

i

z L . &
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HOW . COLLEGES MAY\USE THE INFORMATION YOU PROVIDE

[N

. Colleges ask for the kinds of information described in the preceding :
chapter for two reasons. (l) to verify that you really have done the things'

which you say you have done, and (2) to" assess what you learned from these

-~

periences. In verifying and aséessing your experience, the college is trying

>

"to decide if you have had the kind of learning experience for which: they . award
college credit and if so, how much and what ‘kind" of credit should it be.: ..‘
' VerifiEJtion

Verification is usually done by the college counselor who works with you.'

It is usually a. quick and informal process. If you have written records or f

SR -

‘ certificates from your* volunteer jobs, these will usually be accepted as. proof
e o

of what you have done. If you do not have written records, ‘yoar counselo. would

&

P

B Y S "

)probabiy want to.write or- pﬁone some of the volunteer organizations where you
=~ . “

have worked to verify your experience.

A

A Assessment 0 ;

Every college has its own way of assesslng experience. The.counselor who, .
$ v

‘works with you will tell you what ‘your cOllege expects.,. The information which

the college asks for, like the portfolios, descriptions, and examinations deq

R

scribed in the preceding chapter, will ‘be used to assess your experience.'
> . . 3§ -

K

Before a college can assess life experiences, it must first decide what

kind of learning has taken place. It is necessary to identify the kind or con-

3
tent of the learning in order to choose the best way of assessing or evaluating

é
-it, identifying the kind of learning which has occurred also’ helps colleges to

‘select’ the people best able to assess the experience. o _ : L , '4



. One of the first choices you and the college.counselor must make is to
, decide what method should be used. to assess the experiences ?hich you have had.

If the kind'of'experience is one which is closely related to what is taught-in
‘college.coéfses, formal assessmént methods may be selected.
\
Formal assessment involves the use of tests or examinations. This may be a test,

like. the College Level Examination Program (CLEP) or some of the other examinationa

described in the preceding chapter, ‘'which are given in many different colleges.

The college may also decide ‘to use a test or examination which has been designed

for the licensing or certification of people for certain jobs. -For example, if
11 . t.- . -

you have experience in caring for preschool age children and can pass an examina-

tion which is used for the licensing of workers in child care centers, many . -

.colleges would consider- this ‘the équivalent of passing tbe courses which are S

: normally offered to prepare people for this licensing examination. Similarly,-

(.,_ .
if lyou are able to pass the licensing examination to be a practical nurse,

i . ¢ .
colleges may.accept thls test as evidence.that your experience is equivalent to

N .
. r .

- the courses they offer.to train practical nurses. - . . . K

Another kind-of formal assessment occurs when the.college,uses its own ’
. . r ] - ] - .

" examinations to.evaluate your’experience. These may be the same tests or
[examinations which'are used in the regular college courses; Or they may have‘:fb
'been.especially developed,:by facultyvmembers.and other:people_who are expert
_in.the.area, for'use in assessing certain types of experiential learning.“

: Remember when we talk about tests, that there are many different kinds.
! S ¢

Many people are familiar with the multiple-choice paper-and-pencil tests and

with the.essay examinations thatvare ‘often givenrin schools. However, colleges

may also use performance examinations. /In.these tests, the student is asked
. . ! Es,. ! ‘ ¢

L

Bl
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to do something rather than to write about it or to answer/writteq.questions.

For example, you might”be asked to demonstrate certain cooking skills in order

: to obtain credit in home economics. Sometimes a performance test may involve
/

: the college havlng people observe you while you are at work A kind of assess- ' "

o

ment related to. performance tests is called a simulation. In a-: simulation
/ o

“you. ‘dre also asked to do something but in a situation tha* has been made—up

Y]

>,

-to help people evaluate your performance rather than %n the actual circumstances

where the task’ is usually done. For example, if you/have learned about counsel-_ “

)

I

' &
ing from working in a crisis. intervention center, the college might 4ecide to
f . ," ‘\ s
assess your knowledge of counseling techniques by having different peop1e pretend
co ~

or simulate‘ that they were coming/tr.fye center qh get heln from you for various

2 -

kinds of problems, yoa Would be asked to wnquzifh them and counsel them just
) /
as you would for real clients at the center. E#Lusing either performance tests

S
or simulations, the college may ask two or three people to watch your work

These people will usually have .some kind of checklist or rating scale on

: which they can indicate what things they saw'you do and, also, how well you did

them. These ratings help the college to reach a final decision on the quality
) : LT . o
of your performance. —_— o ,'ﬂ

v

Informal review miethods also often use faculty members ‘or other individuals

-who are. expert id a given field as evaluators and assessors of what you have done. -
; v

b This method differs from formal review in that the result is usually a decision

s ~

to award or. not to award credit rather than assigning You a test score or rating. -
Two techniques which are frequently used in the informal review of experientiaL-

"
learning are the interview and the portfolio evaluation. L,

N




T .v ' - . 32

.1If'you were asking Minnesota Metropolitan State.College for assessment

Lo
of your Volunteer leadersh7p experience your int?rvlew might include some of

__the following questions.

1. What long-range and short-term goals form the basis of the principal

‘organization which you have- served in a leadershlp capacity’ To -

>

._what extent were you a determining factor in establishing or re-

- e

directing those_goals? ) .o . ‘ i -

2. 1In lightiof'these long-range and short-term goals, what action’
. . LT - - .o % : ) ’ .
priorities have been established?"What“has-been;your role in-es-

3 o o
tablisbing these. priorities’ What factors do you see as the pri-

LI

mary determinants “of appropriate priorities for directing the work

of a volunteer organization’ S v ' ' S ;-

! : B N

13. Is there ever a reason. for disbanding or substantially altering

_ the objectives and functions of an organization such as this’b_If

\\\\‘__/// so; under what circumstances? To what extent have you been involved

in,such a procedure, and how would you evaluate the success'of the
° . - . * i

changes’ . i )
‘. . : : ) .
4.‘ In what ways are the goals and specific priorities “of this organi-
_zation similar to, or different from, those of other types of
"j.organizations of which you have been a member, or which you have

served in a leadership capacity?, gThis may,include other volunteer

organizations or‘thOse_Supported with‘a different financial and

i

-

membership base )
bon t worry if these particular questions are hard for you . to answer.

Remember that the questions which you will be asked wi11 probably be different so

‘-

that they will fit your’ own experience.

L4
e
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If you were asking this-same college to assess your homemaking experience,

you- might be asked questions like these., L L

S

2,

3.

4.
1. '5

6.

PR

. 3
g

. &
~ A

v

In your household who pays the bills, and on what schedule are’

these payments made9' 'How were these determinations made and why7&
. R . W .
What procedures did you ‘and’ other mqnbers of your family, if any,_

use in establishing your budget’ Without specifying amounts,

bt

generally describe proportions Baed for various components of

l

the budgnt. How would you evaluate the effectiveness of the budget

i
A

__-+plan which you are now using’

H ’ . R
If you do not-use a formal budget in operating your home, what ‘ﬂ‘

" form of financial management do you use’ How would you' evaluate o

its-effectiveness? o ; ST S

~ What procedures do you use -to determine when to buy a new house—

hold item, such -as an appliance\or a piece of furniture’ Why do

F o
you-use#that procedure’ o '{, SO o ;/:'

What methods do you use to determine which products are of

appropriately high quality’ Explain your criteria ‘for judging

both quality products and places from which to buy those items.

s

Have any changes in your financial situation-or 1ife style

\

v'necessitated changes in. buying patterns’ Explain those and

-

evaluate their effects on your decisions regarding when and -
3

.

what to buy.
€

To’ what extent have you or your family placed money in” some type

of savings or investment program’ Without specifying amounts

B

or programs, explain your reasons for choosing those programs..

(Y

’



In what ways were'your choices related'to factors such as number

1o

and age of children, your own or your spouse s age, future plans,~-

ty . . N i ’ v ’#: . . .
’ etc.. T L S a ‘ K
8, “In selectingrthevsavings or ipvestment program, how much infer-~

-

mation were you able to gather'regarding those programs; and what |,
procedures_didkyouiuse.in'obtaining necessary information?y

9. What strengths and weaknesses do;you see in-your'own.skills'in

]
‘

:financial management? Are there additional areas of study;or'

skill development which you feel would,enhance your, effectiveness

iy
in this area7 Have you undertaken any additional study in- Fhis

j"{k_, £ . I’. o ) f . ) ‘.\

“area?’ T e e o B .

When a college reviews your?portfolio'or-other materials which youvhave
e AT - .
__prepared for them, they will ask the faculty members or other experts who have

been asked to be a part of - the assessment team to look at and read about what

L you have done._ Then they will meet together to make a decision about awarding

-.Credit._‘- ~ .l\'....\ - s . .’ : ":l_l - . o .. o o

.' " 2 . A -
o When a college decides ‘to assess life experience for the . award1ng of credit ),{'
i ' - B i Y B N

’_it must set standards against which ‘these: experiences can be evaluated The
purpose of the assessment process is "to provide the college with “the kind of

information it needs to determine igrthe competencies which a, student has

bl . -

_”acquired from her experiences meet ‘the standards which the college has set

-~

o

."for the awarding of credit. Colleges go about setting these standards in

) .n

'different ways._ HoWever, most colleges rely on the opinion of faculty members f

'or of other people who are expert in an area. . In inform;T review, they ask

r
< % B

these people to com?are what you present as evidence of your competency
\\_ ) . o v . : -
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. against the standards which they feeli represent;an acceptable amount and

A level of learning to receive credit. .The experience which these faculty

assessment and the awarding of credit. Or theseipeople may - /

24

bd

'etencles which you have acquired from your: voluntear or home-
i \ T
making experienc with those competencies which they exprct their stuLents to

\
\

achieve from certain courses or field work experiences. When colleg s -use-
. 'A .
: formal assessment procedures, they may=compfre your test score or pe formance
\ .

s

o with that of students who have taken certain courses.

'

S v o _ \ q‘ Types of Credit . \7,. .
Gnce the college has assessed your competencies and decided that they
S vt
meet its standards, it must then decidé on the amount and type of credi which
.it will award you. Colleges differ greatly in how they handle the auard ing of
credit for experiential learning You should find out from your counselor ‘or 3
advisor what the rules’ and policies are, forbyour-college. Most colleges havev -f
some limit .on the number os credits which they will award for experiential ’
) learning., Most colleges will require .that you take some‘regular college
" courses in order-to complete the work for aadegree. :
The college may decideﬁgg—gward you credit to meet certain institutional
4 or competency requirements. For example, your experience in writing news-— o
' paper articles about your volunteer organization may be assessed as having
taught you competencies equivalent.to what the college‘teaches in its required
} English Composition course or in g1ving you the same communication competenciesv “;
.which the college requires every student to demonotrate in some way The;;.‘

college might decidd inﬂtead _that thisqcompetency was equivalent to a certain ; f’;;

number of credits 1n English ‘but not exactly the sameras any course, or it -

.oy : -
: .
L




might decide to:indicate these credits as, being the samevas having taken cer-
tain English co:;Qes.' It might decide that this competency would mean that you

~ did not have to take English Composition but not award you any credits. Or

you might be able to take an advanced level course in writing without aaving to

3

take the introductory course. . ~TF,. . . . y
\ ' If your experighce is not clnsely related to certain courses, the college

\\ may decide to indicate that you have been awardeu a. certain number of credits

f ym this kind of assessment but. it will not indicatexthese cred1ts as being for

N

English or psychology or some other specific area of study.

- As we mentioned earlier; sometimes°the college may award you credit'for

——~feertain—ekoeriences»as~independen&:;tudyﬁcredits~fonly4afterfyou_have~takenran—~ —

introductory level course and passed it satisfactorily.
Aé{.: B - . . . .
;?’ Before you make a final decision ahout entering a. college, you should

’"find out exactly what itu policy is about awarding credit for- experiential

i learning . Ask if the college has a- limit on the number of credits which can.

be received how these credits will affect the courses which you are required R

¢

" to take, and tﬁe\comfarative/gggt/{both in terms of money and . time) of receiving .

‘j““credttS‘from cour ses and from the assessment of you ompetencies.
"How do colleges ‘use the infprmation you give them about your volunteer

work nd hrmemaking experience’ They e it to assess what you have learned LN

2

From this assessment _they can decide on -the kind and amount.of college credit

TN
which‘you should‘receive for'this egperiential learning.‘

N\
e
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. ‘ ‘ Chapter 4 .

0STS, BENEFITS AND POSSIBLE PROBLEMS

Bl

The reason that many students are inte;ested gn college programs which ‘\

s\ ‘

award credit for experiential learning is that they believe these progr ms Y
A

will allow them to obtain a college degree at less expense and more’ rapi ly

1

than by taking a traditio%al college program.. Many students'also believ
that by attending a college which accredits experiential learning they will.

not have to waste time taging courses which duplicate what they have already
learned.- However, because each college sets its own policies about the award-

-

ing of credit ~these beliefs may not always be true. You need to find ‘out the
¢

policies of the colleges which you are_ thinking_of_attending_in_orden_to_de=4———;———

termine 1f- the program offered will really meet your needs while saving you
B time‘and money. Think of - this in terms of costs, benefits, and tradeoffs.; You

'are spending time and money now for future gains.‘ If you have college experience

you will probably have more options and opportunities open to you.

I3

\‘ Costs of Attending College

N

The* first cost which most people think of in connection with attending

o college is the cost of paying tuition for. taking -courses. Tuition varies a

(4

. great deal frem one college to. another. In genecal you will find that the B
tuition costs for you will be lower at public colleges than at privatP colleges.‘

) However, because of the great variation from one college to another, you should
ask what the tuition charges are" for .each college ydu are thinking about attend-vﬂ

‘ ing.‘ Many colleges, but not all, adjust ‘their* tuition charges if a° student is i

taking only one or two courses - (attending part time) rather than’ taking the ‘:
AU

number of courses which the college,considers to~be<the<number of courses a e

kL ’ N ¢ .
. . Y
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"full—time" student-will usually take. ‘Sometimes it is possible to take more B
courses than the number which is usual for a "full- time" student without having

to pay a higher cost. It is important for you ‘to study the costs of each |
college carefully in order to‘compare the tgtallprice for completing thev

program. If the tuition cost'is "per credit,“ multiplvfthe.cost per credit -
times.the number of.credits'that will_be;required of you_to graduate. If the »
tuition'cost is "per.course," multiply the.cost per course times‘the-number of

>

courses you- will need to graduateﬁ#bIn addition to looking at the tuition charge,'

‘you should see if there are add1tional special fees and charges.. You should also

': pay: for the cost of having a counselor ‘work w1th the,student in preparing informa-w

see—homrnmnnr1xnnzﬁmrynn—are‘able*to—takE“for“the§tuitton‘and—fEE“charged“’

how this number of courses relates to that required to complete the program

+

‘.Sometimes the cost per ‘course at a college looks low until you realize that the

college requf;es an unusually large number of courses for the completion of a.
degree. S | . l-

! . . 7

Most colleges which award credit for experiential learning charge some sort

of fee to a-student for evaantion and assessment. Thls fee 1is usually- used to

tion about tgf learning - experience and ‘for the time spent by the faculty members;.

: who assess the materials presented Sometimes, but. not always, the costs of

tests involved is‘included in the fee. You ‘should also ask if the college has

a required course for utudents preparing portfolios for evaluatiou and if there

'is an additional charge Yor - this course. . It is important for you to find out

what charges a college hsg- for the assessment of experiential learning .Be sure -

s to_think ahoutvthis'assessment charge in relation~to.thejnumber of credits which

you may .receive.
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For example, if a college requ:

res you to take'and'pay7f ¥ a course which:

[y

portfolio of materials’ so that your exr

“ willxhelp.you learn‘how to develop

.periential learning can be evaluated, but you have only the experience relevant

. ‘ .
- to one course, it would be just as éostly, in terms/of/your money and-timeJ'to

' / . _
have your experiential learning evaluated as it would be to take thevtradilional

i .college course. In general thg/more different experiences which you have| had

which can be evaluatéd for possible credit, tHe more likely it will be that

attending a college which awards such credit will result in a savings of money
.' 3 . //" ' . . v-
and time for you. This is why experiential learning programs tend to be more

appropriate for mature adults than for adolescent students who have had more

limited experiences. ' '.£_~< f
You should check too, to find out what kind of financial aid (scho)arship,

(-\.

loan, or other kinds of help) each college has. Some corleges will give |[finan- .,

cial aid only to full-time students, others will give aid to part- time students
as well as full time students. You may find: that some colleges with high costs
are able to give you more financial aid than some lower—cost colleges. fFew
colleges pProvide special kinds of financial aid to help students- meet the costs
of ‘assessing expet_i_sgti@_l__lea;ning.t__‘___-_ S S
There'are still other, more hidden,vcosts in attending college. These in-
clude ‘the cost of travel to and from the college, the cost of textbooks, and other
:study materials and the cost of meals away from home. Depending on your family
'vsituation, you may also have to include the cosi.of child _care and/or other- =
ﬁhousehold help in determining your college costs., If.you have children and do

not live too far from the college it may be possible for you to use the child

care facilities on the campus. Not all colleges, however, provide child care
. \

’

facilities and th2 time when your classeP are held or the distance which you




must travel could maKe the use of‘such:facilities impractical for you even
if they are available; ‘f., Afh U > : o " .
Still another hidden cost is the effect of attenling college on your oppor-'

tunity to do paid work. If you are (doing paid work outsiae your home now, you

'may find that your college classes conflict with your hours of work or limit

‘ your opportun1ties tolwork overtime. You may also find that the combined pressures'
of your-college courses and your family"responsibilities willlmake‘it necessary

for you to work less than full -time. If you'are working and plan to attend ‘ \

.

college, be sure to check with your employer to see if the company will provide

money to meet some of . your college expenses or will allow you to have time off
, T T
to attend classes"”“Many—companie31nnﬁcoile3rﬂndxion~1orﬂmnﬂbmelated—courses——————

taken by thei. workers. Check,_too,-to see. if the colleges‘which you are in-

terested in will award-credit fo \the'iobftraining courses which many~companies
give. - - . \'

'A 1éss obvious“kind of cost'of ttending college is the expend1ture of

’
'\, -

time. As mentioned above, the time you spend in the college classroom cannot

. K

also be spent in paid or volunteer work or in caring for your family. But the
~——time"i‘n“the*classroom—is not the“only—timewwhich—attending—college-requires———~———-***

You. must also remember the time neceasary for studying and the time involved,

e

as. well as ‘the cost, for-traveling'to and from the college campus. A slightly
less expensive college program which requires you to travel a long distance

and spend a"considerable amount‘of time;away from home could be,‘in reality, f

.

"more costly to you | than a more expensive college which is conveniently 10Cu ed.

L

Benefits of Seeki;g,College Credit for Your Competenc -es

‘A8 we said earlier, college programs which award credit‘for experiential'

learning'are pbpular because they often allow the'student to complete college

s




‘ at a 1ower cost and/or more rapidly than do traditicnal programs. Even when
3 k4 .
.this is not the case, the indiv1dual who receives credit for prior learning is
able to have more’ flexibility in her college program,.she may take more advancgd

courses rather than spending time covering material she already knows or she may

)

be able to take more electives because she has received credit for\required courses.
There,is still another, less’ obvious, benefit to you in reviewing for possi-

-

'-bleAcollege credit the competencies which you have acquired from your volunteer
work and homemaking experience. That is ‘the opportunity which this review gives
you to evaluate these experiences,and your own capabilities. Too often, people ;
“ do not value the kinds of work like homemaking and volunteer jobs, which are ' v
—f;done~nd¢hout—a—salary———@ne—thing we--hope- that~you~will—learn—by-reviewing—what——————
you hzvre done and by identifying the competcncies which you have acquired is that
: z__ have grown intellectually and learned from these experiences.
Attending college will open up many new interests and opportunitles for you.
You will meet new people, learn new. things and acquire new skills. The costs,

in terms of time and- money spent now, can be balanced against the future/advantages

; which this experience will give you. o S o - ' R

. . sl 'vn‘, "”'POSSible—Problems Which You—May—Meet——~—ﬂ——~w7 —

The first problem which you are likely to encounter- is thaL not all- colleges
will give you credit for your prior learning experiences. Sometimes this 1s be-
cause the college Feels that it is too diffiEulE‘to evaluate and assess’ learning

- which has taken place off its campus and away from faculty supervision.- Other v
_colleges have decided not to give credit for prior learning because, by doing so,

'they forego receiving tuition money. Sometimes state rules are such that colleges

receive state funds on the basis of the number of stLdents attending class, such




vAstates have few publictcolleges giving credit for experiential learning

EJen when you have’ located a college which accredits prior learning and
which has the program you want, you may still face a problem Not every de—
| partment or program in a college_may.be equally;willing to assess.your.experience
.fcr.possible credit. Usually, the more clbsely;related your experience.is to
b'the content of.the college course, the easier it will be to get'credit‘for your
'experience. In general but by no means always, the more applied learning types
of college programs (such as business) are more likely to award credit for prior }
experiential learning than are more theoretical programs (like philosophy). |

‘ Probably one of the most frustrating.problems which you can €ncounter with

,experiential learning credits-is_to discover that, iflyou transfer to a new

college, these credits may not be acCepted in the same way as are cradits from

traditional courses. If you expect that you may be transferring, say from a Junior
: ( . ' P
. or community. college to a four—year collegeﬁ try to find out what kinds of credit -

" the four-year colleges you might transfer Eo will and will not accept.

\

As we have commented earlier, .even whentcolleges do award credit for prior

g

learning experiences, ‘many colleges have only given this kind of credit for paid

work. Colleges may,be less willlng to give credit for volunteer work or homemaking

-experiences either because they feel that only paid work is mean1ngful " because -
they feel that volunteer work and homemaking are:not real" work and therefore ~' g
do not provide the same kind of opportunity to learn, or: because they f zel that //

the kinds of things which one learns from volunteer work . and homemaking are not

| ; .
relevant to what is taught in colleges. We disagree with all of these. We feel
that the nature of the work done and’ the quality of the experience, not the salary

/ P
§~paid,.is what.is important. We feel that most people are as committed and dedicated ‘

’



. .

to meaningful volunteer work and to homemaking as they are to paid work
| And we believe ‘that volunteer and. homemaklng experiences not only offer as .
;:much of an opportunity to 1earn .as paid work but may offer an espec: ally

rich opportunity to develop interpersonal and other skills which are inde-

pendent of any of the financial incentives found in paid work
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.;because they feel that it will help them get a bette job or because the kind N\
of job they want’ requires college training Others go to college to explore
various life choice possibilities, or to learn more -about a subject which has

become of interest to them. Many people attend college for still other reasonS'“

or for a combination of several of these reasoms. . "'-, .

L

. 1. What would you like to be doing:

. e

a. five.years from now?

. : C \ [ L
b. ten years from now?‘ . _ ' £y

| /’

2. -What things do you need to 1earn or be able to do, in addition to _your .

:'present skills and knowledge, in order to reach these goa159

o

" 3. Which of'these'things“can‘you'learn atAcollage or from other kinds of -

&

 formal training?




s ' - .
. 3 . . . ”

v ;If you are interested’in attending college 'in order to get a particular
job or to:get a better job, it is important for‘you.to,find out first 1if the -
job really does recuire college training and, if so,)enactly.what kind of
college course or program is necessary. _You ﬁillpprobably want to'talk with
employers or career counselors to find out‘more ahout job requirements before
you_decide whether¥ attending college will help'you obtain’the.job you want.
Career counselors can'also help you in finding out ahout the kinds‘of jobs
which you might get using the skills, competencies, and education which you

-

; already have. ; ’

ez Y

Where can you go for help?

ThereAareléeyeral_pla;gs;whene_ygu_maz_he able to‘receive career counseling.
First- check what resources are available in your own community.' if you are.not
sure how to start, ask the high school guidance counselor or a librarian to help
. you locate counseling,resources- Women's centers often have counselors-available
or canfdir:ct_you to.such help. An organization calledfCatalyst‘has a program '
to help women who uish to return to-work.' They have developed a'netnork of-~
centers which provide career and/or educational counseling for Women. In Appendii
~»—~»‘-_'<—-v13--of this workbook there-is--a-list; of~the members of Catalyst Network Another_ei_
' ‘group, calfed the National Center for Educational Brokering, is trying to help
adult students "find their’ way iito and through the experience of postsecondary

‘education.”" A directory of thes brokering programs is included in Appendix C. L

Does your community or a nearby one have a counseling center or_educational'

broker’hhichlcan heilp vou? -

”

Yes - No
- .

¥ ~Its name, address and phone nunher:

e \
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4. Who are some of the people who can help you find out more aboutjob require-

ments, - if this is your interest’ : : -
= C Name © Addfess . Phone.

Counselors:

Possible.employerszﬁ ) ' L L : /f

s . . o .
s

Womén now holding such jobss

When you talk with a career counselor -or prospective employer be sure to ‘
menti01 the skills which you ‘have developed from your volunteer work and home-

making experience. Did you know that the U.S. Civil Service Commisfsion, as well

B » -

as several states, recognizes volunteer work experience and eValuates applicants
v .
on the basis of relevant skills?

3 - N
There are several groups and programs which can help you relate your ex-

perience to careers. Some of these include:
o Catalyst . y
14 East 60th Street - o L

- ' , . NewYork City, New York 10022

No;theastern University
Women's Career Project .
- 360 Huntington Avenue o o
Boston, Massachusetts 02115 S ot
Options for Women, Inc. .
~-—"".8419 Germantdwn Avenue ¥ : o~
Philadelphia, Pennsylvania l9l]8 :

Wider Opportunities for Women _[
e ... 1649 K Street, NW - -
T o - ' . Washington, D.C. 20006
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'Catalyst'publishes workbooks which describe various careers.' The other three

programs help women to make the transition from homemaker and volunteer to paid

Lo . ' e

enbloyment. Is there a sipilar program in your.area?

?

Its name and address: - e B o ' :
. . - . - . .- -1

You may find that you, .can get the kind of job you want by taking a few
specific courses rather than by completing an entire college degree program.
‘When you meet with the college counselor to talk about entering colleoe, you will

" have to decide’whether you should be taking courses which give: degree credit or

whether noncredit courses' will meet your -needs. You will also~need to decide'

- .
-

if you shOuldrenter a college program which leads to a degree or certificate
N : “'\_ i . . ' ' ,' .
or if you need to take only those courses directly related t0-your goals; .
\
1f you are interested in attending college primarily»to explore various

life choice possibiliéies or to learn more about something which interests you,

you will also need to talk withfthe college counselor about the kind of‘courses

-

or_grograés_which will best meet your needs. - o : /

¥
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Chapter 2 -

DEClDING ON YOUR COLLEGE PROGRAM B { i

T a

Before you select a college, you should think about the kind of college
program that will meet your aeeds. ’ ‘ '”";“‘i“” o o ;_ ':;\'

s

If you are interested in taking college courses which wiil lead to a\J

certificate or a degree, then you must take credit courses. However, if you

F]

" ‘want to\learn more about a given toplc or to. explore various career possibil- 'fl;

ities noncredit courses may meet your needs.' Credit courses are en—;,;]ﬁ”:
. -.* : . ’

tered.on the college 8 recordiof your work. If you want a copy of this ;h_ﬂ LR

<

record, you should ask for a transcript. A sample of ‘a letter requesting an

,academic transcript is given on the next. Page. The transcript usually gives.v’.;\
_ : #* ,

pcollege assigns Lo that course, and’ the grade which you received (if grades fifij

‘are given) A transcript will ‘help you if you move from one college to another,

x it will also give you a record of'your college work to show to an employer. '\i_ﬁf

N

Noncredit courses are not usually'recorded by colleges on a. transcript.. If you.ﬁf

";are taking noncredif courses, you.should keep a careful record of the name of

< .7

‘each course, a- description of the course, the name of-. the college and the in-'»‘

- 'istructor, and the.number'of hoursmof instruction which you received When you_,p~'
'}are looking for a Job, you may be;asked for a descriptign of~your education and

experience,_if so, you should be sure to list any noncredit courses you have :

. taken as well as your credit courses.
. . ) ¥




, ) - SAMPLE' LETTER :
TO-REQUEST COPIES OF ACADEMIC TRANSCRIPTS

-

~ ) .
. . Your address
) i “and «the date
. ’ 7’1 ; -

Registrar - o
School name )
and address = . . ‘ o - _ -
Dear Registrar Representative: ComaE e '

<

- N "\ ‘
I am applying for fall/winter/spring/summer admission to

A,name(s) of college(s). As part'of the application procedures,
" it is ‘necessary to have forwarded to them by (date) copies of

my academic records:

N 3
A

I was a studeit of o ' . from fall
19 to spring 19 . I graduatéd/ was due to'graduate-in June
l9 with a- high 'school diploma/BA/BS/AA degree in (field of °
studz) My records would be listed under the’ following name

. My birthdate is :

" and my student number/social security number is ..

‘ Plezse let me know immediately if\you have trouble locating
my- transcript. i

N

I am requesting _ , copies og;&y transcript.. Please

send one to each of the following places: - - _ \-‘\J/’/,,
(have one sent to yourself) : ) 0.
T | have enclosed a check for $ (two dollars per transcript)
-zmade payable to you, i.e., Registrar (college name)

\

'If -the charge for this service is more than two dollars per tran-
script, please bill me.- o - . .
S N

" Thank you for your assistance:

’

. ~Sincerely,
. - .

T%(Type name)

' ‘ .
' . . ; -
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1. Think back over your goals.and your reasons for attending.college. Will
~credit or noncredit courses be best for you?
Credit Noncredit o : B N~

Why?

If either credit or noncredit courses will meet your needs, be sure to com-

pare costs for both types of courses. Noncredit courses are not always cheaper

than credit courses. -

]

If either credit or noncredit courses will meet your needs and all other

factors are equal (cost, convenient location, etc.), it is probably wiser to

\take credit courses. This allows you to keep your options open. Then, if your
goals change, you will be on the way to the college credits you need for a
degree or certificate.

As we mentioned earlier, some college programs lead to a degree while others
may not. The most common 2¥llege degree is_called ‘the bachelor s degree.“ It is®
usually given for the completion of the four school years fullétime work. Junior
and community colleges usually award an associate degree upon the completion of
the equivalent of two " school years of full-time work If your‘eVentual goal might
be a bachelor s degree, be sure that all the junior college credits you take will
‘transfer to the four year college you want to’ attend. Graduate school study leads

o -

to the master's and dbétor s degrees. College degrees are required for certain

jobs, such as a school teacher or lawy@r. Other jobs do not require a college

(
degree. However, there are often college courses which .can. be useful to you in

a job that does not requixe a degree. .
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2. Review your goals and reasons for attending college again. Do they require

that you obtain a college degree?
Yes ' No )

N

3. If your goals requ#{%ya”college»degree, what,Eind of degree is needed?

2

w

.Associate degree _ g
‘Bachelor's degree
‘Master's or Doctor's degree

Other (What? ‘ e . ' ‘ )

1

Next you need to decide whether you should'attend cbllege.full time or part.

time. ' -In many colleges, full-time attendance means that you will take four or
. 3 i ‘\ . .
S . N ) S
five courses each term (quarter or semester). '1lfany courses meet for about one .

hour two or three times during a week. Others\may:meet for two or more hours
but only once a week Thus, if you: attend college full time, you might expect

to be in classes from eight to fifteen hours\:ach week. 1In addition you may

ork in the library, in a laboratory,

o

need to spend mofe time. at the college to d

or: other things related to your course work.‘ Of course, you will have reading and
other homework to do for each@course{you_take. You.should plan on spending one
'to tuoihours doing reading and-other.hoﬁework'for each.hour of class work; Part;4
time work ‘means that you take fewer courses than a full—time stuGent. Dbn't
forget to figure on some time,,too for getting to and fron the college.

In deciding whether to attend college full time or part\time you need to

_ thuink about your other responsibilities. You need to think about the time you
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" need’ to do things at home, for your family, and to do your paid and/or volunteer

work
4, About how many hours each week do you now spend doing;things in:you; home

and/or for your family?

.,

a. -Can you spend fewer hours on these if you attend cellege?

Yes No

. b. What are some of the ways that yoﬁ could reduce or change the amount of
time you now spend on homemaking and family- responsibilities7
® Do some things less frequently.

] Change the days or time of day when certain kinds of work are done.

v o e
. i
- it .

'® Find someone else (husband, child, parent, relative, neighbor, friend)
to help you do.these things.
'@ Find a person or service whom you can hire to do these thinés;

¢

® Other.

5. -About how many hours a week do you now spend on paid and/or volunteur work?

R}

a.- Can you spend fewer hours on these if you attend college?

Yes - No
.b. What are some of the ways that you could reduce or- change the amount of
time you now spend on’ paid and/or Volunteer work? .
e Work fewer hours. -

Y Workvdifferent hours or shift.

-
)
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e Ask employer or wolunteerfaéency for time off to attend’college
. | I .

classes. oo T o o L

® Other.

c. If you work fewer hours, will you be able to pﬁy college costs and meet

-

your other financial responsibilities’ Yes ' No

Now, go back over your responses to this section.._Do you'think-you should.

plan to attend college full time or part.time7

‘ ‘Part time

-

Full time

Why?

If you are ia doubt about which to do, it is probably better to start by attend-/

ing college part time. You can then get a better idea of how much time the

ollege work will take and decide if in- the future, you -can manage a full time

program

If, however, you are going,to need a scholarship or other financial aid An - '
-
»‘order to attend college, you shohld check very caredeiy as to. whether or not

full-time attendance is required for such aid Some colleges and scholarship

-Iprograms will not aid students who are- taking partntimc work

ko) 9 f'} I
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Chapter 3.
FINDING OUT ABOUT COLLEGES
. The® next 3tep is for you to find out about colleges which you might attend.
If you have already talked with a counselor, you may have been given the names
of some colleges in your area which will meet your needs. If you have not. talked
with a counselor,fyou now need to learn how to get information about colleges.
: As mentioned earlier, there is a directory of educational brokering services in
Appendix C. These: services try to help adult students find out the right college
and program for them. If there is no educational brokering service near you,
write to- the National Center for Educatlonal Brokering, 405 Oak Street Syracuse,
t‘New York 13203. Other sources of informationngout colleges are the counseling
centers and women's centers which are members of the Catalyst network |
Your local telephone directory should have a list of the,colleges in'your.
area; o - .- n - . e
. If you go to your public library they will probably have books and other
information about colleges and how to. select a collage. Find out, too, if the
library has copies of college catalogues wh1ch you ‘can use. _ .,‘ /}/'

“

You m1ght also try to make an appointment to talk to the guidance counselor

W . -

‘at a high school near you. .The counselor can give you some information about

. colleges ard can tell you how to go about selecting a college.f - "ﬁ

< -

-

(l) colleges in your area; (2) colleges which offer an external degree, that. is,
colleges wh1ch do ‘not require on-campus class attendance' and'(3) colleges which

. L .
coffer special degree programs for adult students.\

As you learn more about each college, you should try to obtain information

that will help you decide which college is best for you. Many catalogues have

s

You will probably want ‘to collect information about three groups of- colfeges' .



_“not know who to contact at a college, call the admission office and ask to talk

a list of the people who can; give you certain kinds of information. Iffyou do

€

with someone who can answar your questions. This may be an. admission office staff

member a counselor who works with -adult students, or a counselor who works with

women students. Some colleges haVe_speciel offices to deal with "returning" or

.‘"resumed education" students. Don't hesitate, if the person you are talking with .

' cannot answer your questions, to ask them to give you the name of someone at that

BRRY

'college who can give you the information you need

-

The first thing you need to find out is whether .or not the college has the
kind of program you are interested in taking. | Most college catalogues list the‘

the courses that are given by the college. Describtions of colleges usually

tell the areas in which degrees are offered.

., ,
1. .What kind of courses or degree program do you want to take’

) N ' . .
2. List below the names of some colleges that you have learned about which

give *~hese courses.
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: Next you need to see if.the colleges which have the courses youbwant
will meet your other needs. For example- |
® Does the college allow Students to attend either part time or
~ full time?

@ Does the college require students to be enrolled in a program which

leads to a degree’ ’

. e- Does the college provide special services for women or mature students

such as spec1al counseling or child.care facilities’

This information usually can be found in the college catalogue.

3. List below the names of the colleges which both meet yo@k needs and have the

. courses you want to take.

Not_every college is interested.in giving credit for your past learn1ng

| If this is important to you, you should, when you write to or telephone colleges

on your list, ask if the college awards credit for experiential or nontraditional

,learning.. If the first people ‘you talk with don't know the answers, ask them to .

<,

tell you who would know and then conract that person. To help you locate such B
' colleges, a. list of cOlleges wh1ch belong to the Council for the Advancement of
'Experiential Learn1ng (CAEL) A5sqnbly is given in Appendix D. However, not all

of these colleges may credit experience from v01unteer work and homemaking activi-

ties.. Also, there may be other colleges in your area which provide credit for

experiential learning but which are not a part of the CAEL group.

’
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- 4, What colleges on the list you havt prepared (those that meet your needs and

\
\

have the courses you want): also give credit for experiential learning9

N

AN
Another kind of college which may provide you with credit for your experience

are colleg s which offer external degrees. Statewide programs for external

degrees now exist in many states. These programs do not usually involve regular—

w

ly scheduled classes but,. instead, have students working closely with a faculty
- : -. o o . - /
member who evaluates what the student has learned. from past experiences.and helps'

the student with new learning activities. ——Some_of_these external 1 degree programs

o e S,

A4

‘are called Universities'Without Walls, Open Universities, or by other #uecial
names. Because exterrnal degree'programs do not require that you regularly attend
classes on campus but instead try to arrange for a faculty member in your area
to work with you, you may find that an external deg“ee program at a college many V

miles from your home is more convenient than attending a nearby college. —~

_5. 'Is there a statewide external degree program in your state’

Yes ‘ ‘No
6. What external degree -programs off-r the .courses’ you want and meet your other

.

seeds?
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Colleges also offer other’ speeiel programs geared to meet the needs of
'adult students. Some of these involve having courses scheduled on weekends or
in,the evening. Some involve instruction by television.- Some involve having
the student spend a week on campus at the beginning and end of each semester
or quarter but working at home independently the rest of the time. Still others.
involve correspondence'courses; | ..

7. What are the names of some colleges with speeial programs ;for adult students?

8. Do any of these offer the courses you want and meet your other needs?

“Yeos —— e

No - Do

Which ones? .~ ' : - -

F :
ik
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Chapter 4
THE ADMISSION INTERVIEWl

- Now you are ready to select one‘or two colleges from those which you

identified.in the last chapter cf this workbook and to. request an admission

interview.

Pl
7

You should'ask for an appointment with the person in' the admission office
who is the counselor for adult students or for programs for mature women who

‘are entering or re-entering college. If you are going to|be asking questions
- - ) . V L - . i )
~about college credit for your prior learning experienceS"Svolunteer'work and/or

homemaking), be sure to tell this to the person who is setting up the appoint-
ment for you. You may be able to get this information from the admission

counselor or you may need to talk with a special counselor who handles ex-

-periential learning programs.

T 7 You-should be ready .tc tell the counselor(s) about your goals and about

ﬁyour educational thkground You should be ready to ask about the admission

process; the courses available to you, the required courses. which the college

» ’

has; the availabil y of credit for' exper iential learning; and costs. Remember
that'you are shopping for the best_college program for you} Check what is
available as carefully as you would shop for anf other major purchase.f If

the first eollege you talk with does.not seem to be able to meet your needs,
. , A -

) ) N\ _ .
make appointments at other colleges. Some sample questions are on the next

few pages. : \\\—'
AN

- . K 'A o (72; .
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Questions for You to Ask

1. What are your admission requirements? -

a. Will 1 have to complete an application form? 

Yes - " (Get a copy of it,) No

b; ‘Is there a fee for applying for admission?

Yes __‘ (How much? =~ ) No

c. What transcripts-or o;hér school records"areireQUired?

i

" d. Are entrance examinations-required?

Yes 'Whaﬁ one(s)?

"How do I‘apbly to take it?

~How much will it cost?

No g o ' o . - B

"e. . Is there an application deadline?

‘Yes - (When? ) ) No _“

B3

f. Are there any other admission requirements?

_ Yes _ (What?

No

g. Do you have materials describing the ap~lication process?

. : Yes . (Get one) No

66
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What are your finéncial aid_pblieies?

2.
a. 'Is aid available to part-time students as well as.full-time
studeﬁts?
fes - | No
. b, Is'fiﬁancial aid application form'tequired?
Yes ______(Get a copy.) . Mo
c. Is there a fee for submitting a financial aid appiication7
Yes = (How much? _____;) . No A )
f&. Is. there a deadiine for submittiﬁg a'finéncial'aid apﬁlication?'
Yes (Whon? o ). _ No ______.
e. Do'§ou have a student loan program? - N
»Yes — (Get information about it.)  No
- _f."DQIyqu haQe'a work-study program?
_jfes _;;___(Get information about it.): -No
g.. Do you have materials describing your financial aid program and
| ‘, scholarships7 - ‘ N ' , : . L . ‘,-
""“whYes';;____'(Get a'copy.) - No T _ o
5. Wﬁat are course'costs and requirements?,

a. How many courses or credits must I take?

3 . - . - . NN

— L

(Re éure to find out‘the>total*humBerVrequiredthr.graduation."
or certification and'élsp the'number_wﬂich &ou will aCtually
have to-take;)

b. What is the cost of a course or credit?

vy
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Ce 'How many courses oOr credits can be taken in a term (semester, ...

. -

quarter)? _

d. Will.this cdllege éccépt my transfer credits from another'éoliége?
Yes . (How many credits can be accepted?. l) _ No

e. Will this-college 1ét5me'get‘credit4by examination?.

Yes . What examination(s)?

e p—

. What is their cost?

How many credits are possibiﬁ?

"No S N

f. Does:tﬁis college give credit for gxPeriential 1éarn&ng?

Yes What is the cost for this? - A

f

How many credits are possible?

N

No R
If you are interested im a particular program,;cufriculum or department, be .sure -
to ask to talk with someone who can tell you'ébout it in detail.

N

. . . ‘ . 0 X . --
4. What services does this éqllege provide for:students like me?

' .Child:cére: Yes;i_;_;_'(Coét" I E ) . No ______’ ' T
3 ‘.‘ Céuﬁéeling: .Yeé ;;;___(Cost\t ‘f ) f'..NO _;;_éb
. mplisient oppottuntiiess, Tes N Part-t:ﬁﬂe or full-time
o - - | e Cn qr!ﬁff pampﬁé-ff )
- ,;.- | . Ij - _ ' " How mudh+§in‘be_eafned?
.Heglqh_caréih~Yesi (Cbst. . ) ¢ Mo . '
Progra&vfor Adult Women Students: ‘Yés-____;_. No __
~_Wbmén's Center: .iesf__;_; : No____;_ L AbA-k —~——

"Other : What? K
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i

Reviewing der Background' The adm1ss1on counselor will probably want

tc know somethlng about your previous educatlon and your learriﬂg experlJnces.

The materials below are to help you review what you have done.

1. Prévious formal education:

P

a.

Where?

» What ceurses did you take in high school?

High echoel

@,

Did you gmeduate?' <l

What -year? i

If you did not graddate;'do you have a high school equiQalency

cer:lificate? Yes .» No -

- Which did you like best?

Which did you like least?

- What ‘courses did you take?

”CoIlege

(1) Where?

For low many years?
. ¢

.

\
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Which did you like best?

' Which did you like least?

.

College: ' ;ﬁ'é‘;€>.

(2) Whefe?.»'

For how many years?

s

Whaﬁ courses did you take?

Which did you like best?

\

Which did yofi like least?
S
f

Colleée
(3) Where?

For how many years?

‘Wﬁat_courses did you take?

~
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Which did you.like best?

Which did you like least?

.

Y oc. 'Other schools (vocational school, business school, etc.) .

What kind of school(s) did you attend?

(1) Where?

For how'long?

What courses did you take?

Which did you like best?

Which did you like least?

(2) Where? /

Forihow'long? B

What courses did you take?
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Which did you like best?

Which did you like. least?

2, Nonformal'lea;ning experience:

a. -What paid jobs have you had? : _ ' , ’/f,f«~"f
(1) Job . - ‘ {,,,,/~/’“‘ffifiij::i;
4
. For how long?
Did ‘it involve special training programs for you? Yes ~ No | ‘

R

If yes, what kind of training?

/o : — -~ %

Do you have déscriptions of the jbb and rébdmmendatidns from

your employer? Yes _ ANo L : . -

For”how long?

Did it involve special training programs for yoﬁ? Yes: . No

If yes, what kind of training?




Do you the,descriytions of the job and récoﬁmehdations'from,

‘your embloyer?_ Yes No

I

(3).Job )

. For ‘how long?

bid it involve spéqiai training pfograms‘fqr you? Yes No

1€ yes, what kiﬂd'of training?

»

b. What kind(s) of volunteer work have ‘you done?

- (1) .Vbluhteef jobh

For how long? _ -
' Did your volunteer job involve spécial.training programs for you?-

Yes " No

if.yés, what kind of tréining? ’

i
1

* Do you have descriptions bf your volunteer work and recommendations

from your supervisor?  Yes ' "No

(2) Voluntééf job.

~I.
¢
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"~ For how'long?

: '
, ) — — — — |
Did your volunteer job involve special training programs for you?
. ' ‘ " ‘ . . . ; i ‘ I\
Yes " No f\
If yes, what kind of _'training? L

¥ - N

Do you have descriptions of your volunteer work and recommendations

from your:supervisor?"Yes No.

(3)- Vol@@;eer job

For how long?

Did your volunteer_job involve special

——

training‘programs fof you?
l Yes © "~ No
" If yes, what kind of training?
Do you'have_déscriptioﬁs of youf‘voluﬁteéf work and'recommendations'
~ from your éupervisdr? Yes No |
. c. What other‘learniﬁg experiences have you had?
Homemaking:
i - I'” — '.’,«.
»
! - Travel: ) : ' d

\ o oy
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The two Lables wh*ch follow are to help you keep a record'of what you
learn from these admissions 1nterv1ews. You will want to compare both the
Egggg involved and the tlme required Whlle most people W1ll probably w1sh
to select the college that can provide them.with the lowesr cost relevant
'program requiring the least time, you may decide that completing a brogram
quickly is more impertant than cost or tnat you would prefer a lower cost
program tnat'takes longer. | | |

' When you have selected the colleg: that seeme best for.you, the check-
list on pages 72 and 73 will‘help'you"and ydnr couneelor work together to

be sure that all information necessary for your admission is on hand.
. ) 3 re

~F
C7
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'-Compsrison of Costs

College A+ College B College C

a. Cost per.course or credit : . % $ $

b. Number of courses or credits
v I must take

c. Total ‘cost of courses. (a x. b) : s 8 $

d. Additionallcosts
Fees

Charges for assessing experiental
Jearning

w v »

"Testing charges

Travel

"Child care

Other I

¥7

£/ BN /> 4 '

e. Total expected cost

Comparison of Time-Required

: , College A College B College C
a. Total number.of coursés or : R
:credits which I must take

' b."Numbe _of courses or credits
’ which can be taken each quarter; -
term or“semester

c. .Total number of quarters, terms
- or semesters’required for com-

pletion of prog/;m

d.;:Experiencial 1earning credits
- possible

€. Equivalency exam credits possible

:f; Other eredizs available ‘ "_ I

g. Travel.time.involved B : ./
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- SAMPLE ADMISSION CHECKLEST
’ TO BE U'SED BY BOTH STUDENT AND ADVISOR

- . o ‘ . ' \\ ) 'Received or
I. ;pplication Reguirements l ' - Requested Completed

Application for admission/transfer (supply form) | XUXXX .k
~ If form is not revised to reflect qualifica- .
" -tions of mature students, go over potential - - _.
rob em areas and suggest methods for more - a
‘appropriate student presentation.

Determine desired status if necessary -for
application (degree/nondegree, full- time/
part time) :
N Academic ‘records . .

High School (sample letter) : ' . . e

College or Vocational (sample letter) ' '

Other'

SAT, MAT, or other standardized test scores. . .

f(supply forms ‘and/or addresses) ,
A : . [

Recommendations (number required) =
’ If form is inappropriate’ for mature students .
suggest use of letters as an alternative,

SRR Fee for applicationV - o R f o | XXXXX %

\,‘\ ‘ - s ) ) | B

II. Financial Aid o 4 - N Submitted = Response .
. Application (suppiy form) *%
Income tax verification
Student Confidential- Statement and/or Financial
Aid Form. ‘(supply form)"
I'Student loan information/work study . information
- Scholarship informction

%%

III. Academic Advising | - o . N Discussed -

Registration.procedures . R vl
T . Deadlines for paperwork S oo
Deadline. for receipt of paymen
Late fee §
Deadline with late fee — .
Degree, nondegree,’ continuing education, potential
transferability of credits
‘Determining transferability of credits from prior
R - college -work P : . ‘ 3 .
.fAssessing prioi learning .tc coincide with meeting : y »
degree requirements
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IV. Student Services Information Discusééd

 Academic Advisory Services
» Child Care Facilities (on’ and off campus}
‘ Counseling Services
. Employment (part-time, on and off campus) : -
Health Care v.'
Housing (on and off campus)
Recreational Facilities
. Transportation (public and car pooling)

ok Required for admission:
** Required if applicable
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Cnapter 5 |
REVIEWING YOUR EXPERIENCE-TO OBTAIN CREDIT FOR PRIOR LEARNING
This chapter of the workbook can only give ydu an overview of how the
process of obtaining credit for your expeziential 1earn1ng may work at the
college you are attending You should find out if the college has a more

specific guide or course to help you. If not, you may.wish to purchase

Assessing Prior Learning - A CAEL Student Guide (nprder from CAEL, American City

‘Building, Columbia; Meryland 21044 and costs $3.00). o . -

‘1. Does your college have a handbook'for students who are seeking
credit fot prior experiential 1earning?'
Yes;__;___ Is there a coet? _____; If:fes? how much? .
lNo -

f\\

2. Does your cbllege have a special ‘course to help students who are
seeking credit for prior experiential learning?

Yas . . Is there an additipnalvfee?“ - If yes, how much?

No

. There are severzl basic steps which are involved in the proCess‘of accrediting
experiential 1eafning; We shall divide them into two main groupS'
i; Initiating the Procedures for Accrediting Prior Learning
a. Identifying your 1earning experience.
b.: ldPnCL ving the skills and competencies underlying theee experienﬂes.

c. 'Clustering and labeling related skills and'cqmpetencies;A ] §

d. Determining ways of documenting your skills and competencies. - R .
: . o /




2, Asseésment
a. Identifying relevaﬂt'poﬁrSes o1 iepértments.
b. Determining the meghod of assessment.
c. Forminé an evaiuafion team.'_ -
d. Writing a dogumentatién égreement;
e, Dchmentation, measqfement, and Qvaluaﬁionf
You will begin'by.révie;ing‘your expefience. The rest of thié workbook

chapter ﬁill help you do this. The followinghghapterg wili help you‘hith,.

documentationland with the assessment process.

N .

Reviewing Your Experience. Thélfirst.step is to make an outline of your

homemaking and volunteer’ experience.
Start by writing down_thé things that you are doing now; then work back-

ward, making a list using &atgs. Use ext;a'sheets of paper for the'earlier-
- years. . , . i
At Home Volunteer

Now:

74

Last year:
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o

e

. . : AN )
At Home Volunteer . \,‘
Year before last: \
!
—_— R
‘ Pl
~ Earlier:
//_
(“ - [‘.
i
\ " .
N )



At Home

Y

Volunteer

82

Earlier _ )
) R
4 .
: /
7 |
7 T
/‘/_. v ,:\ [
— /
. L
— \\‘
- . e
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.ihipx aboutlthe ski;ls and competenciee which you acquired from each of
these experrences. ; .
.Now turmwro.the "L Can" lists in Appemuix A and read tbrough*them. As
© you eo this you.may be surprised to realize that you had been thinking about
vbome of your experiences too narrowlp. For example, you may have thought
of- your work editing th. PTA newsletter as being .related to 'youth‘serving
A\nublac

organlzation rather than belng a way of learning about the field of

relablons and communlcations. Revise you~ notes on your experience after you

" have read the "I _an" 1lists. -

A note of cautimn:u The "I Can" lists may make you think that someone
who has had experienoe in one or more of the topic areas should .have acquired
aiiiof the skills described. :This is not the case. The "I Can"ylists are
lisrs of representative skills and knowledge which people might have gained
by doing thease jobsl Other skills, too, may have been gained which do not
appear on the lists.‘ You may wish to add skills you think are missing.

Now go iack over your list to look for patterns in .yo.r experience. For
example, if you have edited a nersletter for one‘elub and produced a TV pro—
gram for another, these are borh activities related to the field of communications.
Similarly, t-achi»g children for your religious group and training adult

volunteers ' ° yonr hespital both-involve instructing others. The example -

L

belcw shows how you can list your activities in topical clusters.

Iopical Clusters

‘ A}
Communic¥&ions- i Iditing wom:n's group newslettér.

Producing TV program about clean air.

Speaking at meetings of enviroamental groups.
L ]

‘ Speaking at meetings of women's groups.
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\

Now use the space below to develop youf own touplcal clusters.

N

:-—-/—-

\\ s ’ B
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S )
tow you are ready to make your own "I Can" lists. ‘ p
Turn té each topic area which is related to your‘o§ﬁ eipEriencg. 'ake
a list, in your own words or using tHe words in these lists, to dégcribe your
own competencies. If, for example, you hévé worked to raise mbney for a
church, hospital, school,.or health care organizafion, fou should turn to lhe
"I Cap"\list.;f a Fu?d Raiser to seé how_mény of these skills are things which
you have learned. THen you should write down a list of the»skills and knowledge

>

which you acquired as' a fund raiser, adding to the "I Can" lists a needed.

In my work as a . » I can:

AN

\\ | L

\
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Ly I.‘ can:

In my, work as a _
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In my work as a , I can:
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Aruitoxt provided by Eic:
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my work as a

83

’

I can:
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In my work : \ : )
y as a » L can:

-

-y

- Canpprasoms =

r
Id

ERIC

Aruitoxt provided by Eic:
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In my work as a o . , I can:
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Chapter 6 _

Q

4RESOURCES'FOR DOCUMENTING YOUR EXPERIEN&E

—

After you have reviewed your experience, read through the "I Can" 1lists,
and developed your own_lists of-skiiis and competencies, you need to think
about how ybu might be able’to document your experience. if'you are going
to prepare a portfolio as part of the assessment process, these resources

Cwill Bé especially important. 1If you and your counselor decide that another
type;of assessmeht would be better for'you, it may be less important for you
to have material to ddcuﬁent what you ha;e done and learned.

One way of documenting your experience is to describe any instruction or
training which you received. . If, for example, in your work as a fund raiser

"
you aftended a training program which taught -you something about the psychology
of fund raising; how to prepare written material for a fund raising campaign;
how'to research potential givers, etc.; you should write.a description of that
training. This description should include a summéry of what you were taught,
by whom, the number of‘hdurs,or days of instfuctioni and what instruccional
materials (béoks, films, etc.) were used. ‘You ﬁay wanf to coptact the volunteer
agency to sce if ghey'can give you a description of the training program. In
talking with volunteer agencies, you.should ask if their training prdgrém is
one of those which has been evaluated by the American Council on Education
to determine Its equivalency to college courses.

1. Do the volunteer agencies you worked with have descriptions of

their ‘training programs?

Yes (Get copies.) No

2. Do you have a certificate or other ‘evidence of your training?

Yes (Make copies.) No

&‘:r

O
-
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"3. Have there been articles in the volunteer agency's uewsletters
“or-magazines which describe the training programs'you took?

Yes (Get copies.) ~ No ~

-

4. Is this training program one which has been evaluated by the
American Council on Education for its equivalency to college
courses?

Yes No

The following page is & sampie form which you might use to prepare a

description’of your volunteer training.
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Documentation of Training

Name of training program:

Name and affiliatica of instructor(s): e

v

Brief description of the program (objectives, outline):

Ay

: : N
Number of hours or days of training received:

Instructional materials used (books, films, etc.):

Additional.information:

ERIC

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:
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A second way to document your volunteer experience is to obtain an evalu-

ation report from the volunteer agency or from the person(s) who supervised

your work. This repdrt should indicate the natufe of the work you did, the

amount of time which you spent doing it, and an evaluatiur of the quality

" of your work. The name, addreéé and job title ofﬁthe supervisor should be

findicated. Some volunteer agencies keep records of this information and may

be able to_help you wiéh this. Even if the agency does not have a record of
your tiﬁe aﬁd'work, fhey may have other kinds_offmaterial (job descriptions,
articles about their program, etc.) which you can use.

. 1. Do the volunteer'égencies you wakeé with have records showing

the nature of your work and the amount of time you. spent doing it?
Yéé ' (Gét copies.) ’;No ‘

! ‘2. -Did you have a subervisor whb.evaﬁnatedIYOur volunteer work?
Yes __ (Contact he;/him_for copies of the evaluation or a

supporting letter.)

No : ' .

3. Do you have letters from your volunteer agency, supervisor, co-
workers, or clients congratulating you on your work or praising

R you for your accomplishments as a volunteer?

Yes (Make copies.) No

4. Have you received any awards for your volunteer work?

‘

Yes . (Makes copies of award and/or news articles about it.)

No

5. Do you (or the volunteer agency) have copies of any newspaper or

magazine articles that tell about your skills as a homemaker or volunteer?

Yes (Get dﬁ make copies.) No

s



90 S -

6. Do the volunteer agencies you worked with hayé job descriptions
for the fhings you did?

Yes (Get copies.) No

7. Do the volunteerfagencies have articles about their programs which

you could use as documentation resources?

Yes (th copies.) No

8. Do you or the volunteer agencies have any other materials which

could help ysu documeit ybur experiences?

Yes (What? o { )

No

N

The next three pages have twc samples of how YOu'might'prepare descriptions of you
volunteer work. The one called "bocumentatioh of Volunteer Experience" will
be more useful if you held a'specific kind of volunteer Job  The one called

"Samples of Work Experience" will be more useful if your volunteer experiences ~--— .

I

have been i2ss structured. - . L

The "Samples of Work Experience" format,can also be used to describe your

homemaking skills and competencies. You would, of'courSe, omit th. name and
address of the volunteer agzncies. However, you might substitute the name of

. > .
somecne who could verify your stateméhts (for example, your. family doctor if ~

v

your activities involved caring for a handicapped or retarded child).

93
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-

Documentation. of Volunteer Experience

Name of job:

.

Brief description of job: : : . - LTl

1) ‘Major respons&filities anrd duties:

T

N

(2) Competencies developed in thié position:

4

-

(3) iumuer and type of pecple supervised:

———— e

(4) Size of budget-for which this position is responsible:

co.

te

(5)  Amount of time spent in training:

(a) Formal

— -

—

(b) On-the-job _
(6) Amount of time spent on-the-job:

l(a) Hours per weel

Co (b) Nuriber of yeais

¥

v A Y]
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Name and address of supervisor(s):

. (8) Awards or special

recognition received:

A

97
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Samples of Work Experience

Description of work done:

-How work was organized and reasons for this approach:

Competencies developed in this activity:

Name and address of volunteer agency and/or supervisor(é):

(ATTACH WORK SAMPLES)

Q ~

ERIC ~ e
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Still another way to document your experience is to provide examples of
Qhat you have done. If, forAexample, in your work as a fuhd raiser you wrote
letters asklng for money or pampﬁlets about the organlzatlon for which you
" were ralslng the money, you should have copies of these in your workbook or
portfolio. If your ‘work involved organizing‘others,to raise money, you
should write a description of what you did and how you did it (for example,
how you decided what kind of fund raising. campaign to have; how you selected
"and tfaiﬁed the other fund raisers; how you monitored their work, etc.). As a
homemaker, you may have clothing which you have designed or recipes which you
originated.
Do you have samples of things that you have done that could be
used to document your competeﬁqies?

Yes (What?

No

If you have materials of .the sort described in the questions above, they
w1ll be useful to you 1n preparing a portfolio. If you do not have such
materials, you may find that a demonstration interview, or credit-by-examination

will be the best way for you to have your learning assessed.
AN

9
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Chapter 7
THE ASSESSMENT PROCESS
As we said earlier, the assessment process involves selecting the areas
or departments to be involved; determining what method will be vsed; forming
an evaluation team; preparing anvassgssment agreement; and the assessment itself.
The first step is to look back at the topical clusters ‘which you prepared |

to describe your competencies. Talk with your counselor to find'out how these

relate to courses taught in your college and what departments are inﬁolved.‘4

N

What departments or areas of concentration are related to your

competencies?

Next, you and'your counselor should talk about the best way to have your
competencies assessed. You may also want to talk about this with faculty members

in the department(s) involved. Remember that there are maﬁy different ways in

which éolleges can assess your learning. Think about what the best way would be

~for each afea. Use the worksheets to help you in your plahningl

Some of the formal kinds of assessment are tests and examinations. These
might be standardlzed tests 1ike’'CLEP or the ACT-PEP, college—prepared examina-—
tions, or performance examinations. The next page.gives the addresses for |
CLEP and ACT-PEP and tﬁe names of some typical examinations. Other kinds of
informal assessment would involve preparing a paéer describlng what you have

‘done, a demonstration or si imulation, an interview, or preparing a portfolio..

i

109
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Credit-by-Examination Programs’

American College Testing—Proficieth Examination Program (ACT-PEP)
Iowa City, Iowa 52240 |
- Examinations include Accoynfing, African and Afro—Amefican History,
Business Environment and Strategy, Criminal Justice, Corrective and Remedial
Instruction in Reading, Finance, Health Educéfion,-Management of Human kesourcés,

Marketing, a variety of topics related to Nursing and Operations Management. A

free descriptive booklet, registration packet, and study guides are available.

A3

¥

College-Level Examination Program (CLEP)
Educational Testing Service

Princeton, New Jersey 08541

Examinations include General Examinations in English éomposition, mathematics),

natural. science, social sciences and humanities; Subject Examinaiions include

. topics'in business, dental auxiliary education, education, humanities, mathematics,

’

medical technology, nursing, science, and sqﬁial'sciéncesr A free descriptive

booklet, CLEP May Be for'Yoﬁ, and-régistration guide are available from College

~ Board Publication Orders, Box 2815, Princeton, New Jersey 08541.

101
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A

Worksheet for Aésessment Selection

Area of Subject:

Method:
1. Formal

_wCollege—prepared test or challenge exam in:

Examinations (CLEP, ACT-PEP, REDE, other standardized tests) in:

Performance exam in:

Other:

=]

_Informal

Demonstration of:

Desc:iptive paper about:

i

Interview about:

Portfolio covering:

Simulation of:

Other:




°

Worksheet for Assessment Selection

Area of Subject:

Method:

»i. Formal

College-prepared test or challenge exam in:

Examinations (CLEP, ACT-PEP, REDE, other stah%grdizéd tests) in:

Performance exam in:

Other:

[\>]

Inﬁormal

Demonstcation of:

Descriptive paper about:

Interview about:

Portfolid covering:-

Simulation of:

Other:
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Worksheet for Assessment Selection -

Area of Subject:

Method : -

1. Formal
; .
College-prepared test or challenge exam in:

Examinations (CLEP, ACT-PEP, REDE, other standardized tests) in:

.

Performance exam in:

" Other:

‘2, Informal

T 7 Demonstration—of: ' - ;

Descriptive paper about:

Interview about:

Portfolio covering: ) \

Simulation of:

_Other: ' - - 7
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Worksheet for Assessmeht Selection

~Area of Subject:

Method:

1. Formal

College-prepared test or challenge exam in:

Examinaéions (CLEP, ACT-PEP, REDE, other standardized tests) in:

Performance exam in:

Other: B . VA ,

2. Informal

Demonstration cf:r — ‘ LI

Descriptive paper about:

Interview about:

Portfolio covering:

Simulation of: o , ' v o

Other:
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Worksheet for Assessment Selection
Area of Subject
- Method:.
1. Formal

Coliegefpreparéd test' or challenge exam in:

Examinations (CLEP, ACT—PEP,'REDE, other standardized tests) in

i
Performance exam in:

Other:

|

Informal

2.

Demonstration of:

Descriptive paper about

Interview about:

N\

Portfolio covering:

Simulation of:

Other:

|

\ 1og
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Next you are feady to form an evaluation team. This is a group of

,peéﬁie,éwhich will typically include your counselor, and one or more facﬁlty
members, who will work with you in reviewing Qhat you have done and in .

deciding how to evaluate it and award the credits. If you are going to take
sténdardizeq examinations for your assessment, it may not be necesséry for

you to have an evaluation team. The worksheet will give you a place to
record who, is on your evaluation team.

g

P2

]

o
—
!
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Area

Area

103

KWorksheet for Forming Evaluation Teams

Members

Area

* Members

Members
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H
.

The next step is for you and your team to prepare an assessment agreement.

Thé.agreement should describe the subject(s) in ﬁhich'you will be assessed,

’

the metﬁod(s) of assessment, and the number of éredits-which may be assigned.

,

‘The first stage of this is usually a draft outlining what will likely happen.

Often #his draft estimate must be reviewed by various college officials to

T el e

__éssign more specifically the exact categories of content, to relate it to °

specific colfses in the college catalogue, and/or to approve the number of

L N . o
credits suggested. The assessment agreement is returned to you, and your

N

counselor after it has been approved. S : ‘

w

@

[ERj}:“ - _ »r  e  ;1()' |

Aruitoxt provided by Eic:
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-+ ]
o \ Worksheet for Assessmené/zg;ghpengf/ \.

"o

Content of Assessment:

o 7

3 . L
] R /
/
\Relationrto-Subject Area or Course Designation:
-./
Method of Assessment: ] ’ : *
' !
ol .
—
| :
N * -3 . . - H - - M
i L i
v : g .
Number of Credits: N : ‘ ~
) J
‘ . & -
Student: ; Counselor :
- ;
) e ) S/ Assessment Team:
~ ., - o " =
. 't
Approved: Date:

RIC - £ - o | o

Aruitoxt provided by Eic:
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Your gfe now ready for the assessment to take place. Thisfwill involve
taking the éxamination, preparing the’portfolid; havihg thé interview, or
doing whatéver you and your team agreed would‘be do#é.

The facﬁlty will then decide on whether or not‘you should be—given credit
and/or assign you a grade. On wfitten exam;nations this decision may be
based on your test score. In evaluating papers, inter&iews,fportfolios, etc.,

.the faculty will make the decisions in the same way as they do .for course

work.

After you have received your credits, you and ydur counselor should be -

sure that they are recorded on your college'récord‘or transcript. ‘. .-~

GOOD LUCK!

-«

o

o
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ADMINI STRATOR/MANAGER

. S :
The administrator/manager is concerned with the development
and/or implementation of program(s) involving paid and/or volunteer
staff. 'This involves the utilization of people, - material, money
and time. There ‘are two types of administrator/managers._ those
o concern;ﬂ'with the total functioning of an organization, and those
* conce;hed with the functioning of a particular project within the

program.
_ -
v

In carrying out my responsibility as an Administrator/Manager I cani .

N

\ﬁ - . . ]
- = Develop long-range goals and objectives that’ foster organizational -

growth and. continuity.
- Develop specific goals and plans for a specific project.

- Identify the method of evaluating effectiven®ss in meeting the

___m_goals_and objectives,—”n-m~m~h~“v_~'~”“
- Identify thé resources in personnel money, materials, time, and
authority needed to, accomplish the established objectives.~. : !
- Establish priorities based on the importance of each objective to
u ~goal attainment and on the resources available. ' ‘
- Identify neéds and opportunities for volunteer service.’
- Enlist the support of the governing body dnd staff in the
_ utilization of volunteers. . ' .
- . Interpret the orgarization and its ‘'systems for the delivery of
services to the public and to people in need of assistance (see
_ Public Relations). : . ’
= Work creatively within the strutture of - relationships and the

;etting of the organization, i. e., local agency to national office
etc. | ’ T . s/ o -

- . Be aware. of the effects of changing ocioeconomic conditions, »
cultural patterns, and knowledge aboét the -helping professions and '
their effects upon volunteer resources and services._

- Organize the program or project into its.component parts and determine
the sequence in which these activities need to be performed.

- Develop and utilize.flow charts PERT charts, and other visual

T T materialsT to describe the program s or project s work flow.

1_;1 &

o TS o R




. Articulate the philosophy of the organization.
- Use problem solving and decision making skills. ' »
- Develop and work within an agenda.

- Identify channels to change (see Advocate/Change Agent)

= _ Determine the need for and develop alternative plans to meet
emergencies./ '

- Delegate responsibility and establish accountability methods to .

- determine if these responsibilities have. been met.

- Describe ‘and use techniques which will elicit new ideas and

S

proposals. ~

-..;—' 'Solicit and make -constructive use of negative and positive feedback

‘—J' Manage effectively in high pressure situationsr

Ll Use teéhniques for crisis mana;gment and describe why different
‘types of crises require different techniques. ; )

- /Use methdds. of conflict resolution and describe when they are .

/ appropriate.
“"”""Establish effective communications-throughoutwthe organization. ...... mii_f“
o= Coordinate the execution of simultaneous projects },- o ‘Q
'~ Establish mechanisms for coordination._‘ '"pf .

- Determine when coordination is needed>ﬁi

VA Serve as a spokesperson for the organizat on (see Public Relations).

? Meet. accountability demands of others by preparing reports which .

include: o
1. Evaluation of success in meeting obJectives.
2. Records of financial status. -
'3. Data on ‘time and personnel utilization

- . Prepare written summaries of proJect and organizational accomplishment

' (see Public Relations) : T R

- Develop staffing’ plans (see Personnel Manéger)
- Prepare and use a budget (see Financial Man;ger).

-7

This list is not a complete description of the. skills which an

-.Administrator/Manager may have acﬁuired. ' The space below is’ provided for

you to list some of the other competencies which you have acquired:

A
t




FINANCIAL MANAGER

Managing finances involves allocating and monitoring the use of ¥
'personnel time and resources so as to exercise control of money and

resources for an organization, program or activity,

As a financial manager, I can:
- Plan and Prepare budgets using
| - fund budgeting - _ . SRR o : :,\
- program budgeting | ' N o
v - other budgeting techniques (specify) L . ]
- ,Present the rationale .and justification for a budget. ‘7l_

‘-‘f Understand and interpret a' budget Q_‘ /
- R Prepare budget progections based on historical analysis and cost
trends. S ool A o : Lo '.g '
4_ : Prepare cost estimates from data about the utilization of’personnel

tlme,‘and materials. ';_vn_,u_._Niini-iinwwuuﬁwﬂ~~~: ~“~~ﬁ#”m- e R

/ /

- Establish procedures to monitor income and expenditures.
/ I

C - Establish procedures (incentives, etc.) which: encourage fiscal

/
‘)

responsibility. B ‘ .
) - Monitor income and expenses so as to exercise fiscal control or),
when necessary, adjust existing budgets, - ' _,/, ' ,
- DEnonstrate a knowledge of basic bookkeeping fechniqUes.
= Demonstrate a knowledge of basic accounting prOcedures.
- Apply appropriate accounting and/or bookkeepine echniques in ) "
- maintaining financial records.- _ . /
-~ ' ' Establish and maintain fiscal records and procedunés which will

. ...Meet. £exvernal auditiand/or.accéuntability requirements.m—eu-_e—.n—mw—-~_~~~

.

- Plan an investmept program in keeping with organlzational needs

and objecLives. _ . ' ‘/ S -
‘. = Demonstrate a knowledge of various typeg of investments and the
advantages and/or disadvantages Gf each: Stocks, Bonds, "

Money Market'InStrument§,_and Other. -




_— other investment programs

Apply the "total return" concept to- investments when appropriate.
Monitor an investment program’ and evaluate its effectiveness in
relation to: '

- organizational needs -

- economic and market indicators.

Establish work flow and work loading procedures. _ .
When income and cash flow analyses indicate that it is appropriate,

) plan and execute appropriate short—term investments.

v?Conduct salary administration and performance reviews for paid

workers. . . _ - ) \‘ S . -. " .\;‘1\‘.’4_ )
.

and products.

Ny

Train others in financial management procedures (see Irainer for
related skills) T

r~

“?

‘some..of the other_competencies.which you have acquired"

i

product or service is scld. _ .
Discuss the social implications of investment, decisions (how company

policies can affect the environment, minorities women, etet.) and

organizatien. e

Know how to obtain information about'both the'economic condition :

and the activities of a company before making an investment

decision’ and/or voting proxies.

- —»»,_!:
This list is not a complete deScription of the skills which a financial

e .~.manager may ‘have. acquired.“_The space below. is provided for you to list

-

wi
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2 . o .

Establish and maintain quality control procedures for individuals S

_decide if an investment is appropriate to the philosophy of my “Rg‘

—Determine prices on the basis of cost and overhead factorS‘when -

-
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PERSO). <L MANAGER g

Personnel management “involves allocating and monitoring the utilization
of human resources within an orgqnizatlon, program, or activity.
) r .
, As-a human resources manager, I can:

Determine the number and type of individuals and the amount of time
needed to accomplish a given,task or activity

sl

- Prepare g staffing plan and present the rationale for it

- Prepare staffing need projections on the basis of historical data-
-and analysis | EA T :

- Prepare staffing need projections on- the basis of problem survey data
(see Problem Surveyor) ' o : '
. o
- Explain the relatlonshlp becveen a particular jon and organizatiunal/
: agency/program mission (see Trainer) . e

t

- Prepare cost- estimates for the use of personnel and their time

" (see Financial Manager) . o , T

- Determine the’ cost/effectiveness of alternative plans for personnel
allocation :

- Select and/or recruit individualsrfor a variety of jobS.

= Prepare job descxiptions

- Prepare advertisements to’fkcruit personnel (see Public: Relations)

-_.Target advertisements toward paid and/or volunteer workers °.

- . Demonstrate an und -standing of the needs and‘motives which léad people
to take part im vo unteer work-

conduct the organizational socialization of personnel

- -‘Arrange for and/o
' (see Trainer).

~ Arrange for andémonitor the job training of personnel (see Trainer)

AM-,jDemonstrate_a owledge -of - the psychological principles which govern -
*“—“peOFIeLs—behav “in~work ™ sftuat1ons ) e —

- Establish and/maintain procedures to monitor work quality and quantity

T- Monitor the/quality and quantity of work performed by individuals
and/or task groups . . L

-

N . . ) e

-

:'“Counsel with workers who are not performing up tomorganizational”t“ SR
standards _ : . .
- Develop and use techniques which will minimize conflicts between :
paid and volunteer workers ” : . o

- Demonstrate the ability to use appropriate techniques to solve
interpersora1 .problems (see Lounselos )

Ve i A




- DUse recognition or other psychicArewards to keep volunteer workers involved
- and productive - . '

- Help volunteers see the relevance of their organization/agency
efB;zience to -their long-range career goals and/or personal acvelopment
° = Develop and ‘maintain a system of evaluative records of job performance
— .Help supervisors deal with personnel problems
- Maintain time and salary records for paid workere

- Conduct salary administration and performance reviews for paid workers
(see Financial Manager) : .

- . Conduct performance reviews for volunteer workers

£

A . ¢

- Handle out-placements and terminations ' !

- 'Train others in personnel management (see Trainer)

kY

~ Understand and keep informed abnut labor\laws (such as Taft—Hartley) ,:

- Review and keep up-to—date on changes 4in State and Fede -al laws for ,
employee compensation and benefits ’

1

- Develop an affirmative action program and monitor compliante
__.__u_Planiand_implement_programsmfor staff _devzlopment

- Plan ‘and . monitor a retirement program _ -

- Deal with employee relations problems and develop programs to meet
employee relations needs

- Plan and implement personnel policies and review them 1egularly for
needed changes ) . . ! . :

This list ig not a- complete description of the skills whiph a personnel <.

-

manager may, have acquired. The space-below is provided for you to list

. some of the other competencies which you have acquired.

o




TRAINER
—

Training inwolves teaching others specific jobs, skills, and/or tasks.
It involves the teaching and/or organizational sociallzation of other
workers. : :

* In my work as a trainer, I can:

- Articulate the philosophy of . the organization/agency

- Explain the relationship between a particular job and organizational/
agency/progrzm mission

-~ Demonstrate my knowledge nf kinds of learning and/or of different

learning theories , Lo .

r Demonstrate my'khowledge of teaching methods and materials

- Identify training needs (see also Problem Surveyor)

- Make a training plan which includes.
) = Learning obJectives R e
S e g ‘Teaching design o _.‘ S : o
‘ - Teachingﬁmethod . :: : - = . ”'p
~ Budget for training costs_' - .
- Schedule and site considerations
~ Materials, both written and audio—vlsual

- Evaluation techniques , " ¢ . ':u L

Determine the cost/effectiveness of various training approaches .

Determine the suitability of various training approaches for
individuals with different backgrounds and experiences.

- Develop written materials for use in training
~ Develop audio-visual materials for use in training

- Develop training manuals for other trainers to use

- Administer a training program, including. \
. - Selecting and recruiting training personnel

~

- Seledting training methods and materials which are both
appropriate to the group and cost/effective

\
A

\

N Setting training goals . : : \
.- Conducting the trajning of those who will train others
~ Monitoring the progress of thosé being trained




u

-f'Monitoring the progress of those doing the training

4"Modifying training programs and techniques if the goals of
"~ the program are not being achieved .

- Evaluating the effectiveness of the training program

- Monitoring and evaluating the Job performance of those who
were trained - I

-i_Develop d maintain a library of training materials

— Conduct a training session

.=~ Train others to ‘do specific Job(s) or task(s)

(Specify
e , ]

| R - | ‘ | )
{ .

- Make an effective oral. presentatipn

Demonstrate knowledge and use of group interaction techniques
- . Know how and when to use different role-playing techniques in training

- Help thosé" being trained to see the relevance of their training experienc:
_to their long-range career" goals and/or personal development

v—' Prepare and.evaluate reports on training programs

— Evaluate the training programs of others

This list is not a complete description of the skills which a trainer .
may have acquired The space below is provided for you to list some

of the other competencies which you have acquired:

. \ ] -

Y
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ADVOCATE/CHANGE AGENT
J .

¢ B
. -

Advocacy is an activ1ty on behalf of an individual, a group, or an

issue which is designed to improve conditions, programs, or services.

Advocates work in areas such’ as legal rights, housing, education, en-

vironment, and social welfare and attempt to change or improve existing

conditions.

!

In carrying out my work as an advocate/change agent, I can:

Nl

Identify areas where change is needed (see Program Surveyor‘for
related skills) . <o ‘ ‘
Select methods and data which will document the need for change (see
Researcher and Program Surveyor for related skills)

Define and delimit the basic issues in a problem area.

Demonstrate knowledge of the basic concepts relevant to an issue in ~‘

fields such as.

- legal rights (eivil ;hd criminal) ' 5

- housing and connnunity planning

~ education

~ environment

- welfare and social services.

Describe the public policy issues relcvant to a problem

;Demonstrate knowledge of the processes of change using:

- theoretical model (s) "

—— real—life examples.-

Describe methods Wthh can be used to bring about change including:

- lobbying _' ' - _‘ .
- political campaigns' | '

- public relations.

. Identify the relevant constituenc1es concerned‘w\th a problem (both

*pro and con) and describe their pos1tlon in relation to the problem

Identlty significant individuals and groups (such as community

leaders, government officials, and legislators) who can help to

._implement change in a specific problem area.

Build good working relationships with those who will be affected

Ta o

| SISO IR S —— )
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-  Identify opposition groups and select:techniques which will best
counter their plans'and arguments. | ‘
- Demonstrate understanding of the legislative process and how it
_ ‘can be used to implement change.
- Demonstrate knowledge of the laws and customs applying to lobbying

- Use communication skills, to persuade others (see Public Relations

for related skills) . ' s

- Identify potential sources of financial SLpport (see Fund Raiseér -
'~ and Researcher for related skills). ' _:k

- Obtain financial support for a causelor program (see .Fund Raiser an
and Researcher»for,related skills). . o

- Build.good working relationships with legislators and government
officials (local, stat: or federal). . | -

- Monitor,legislative bodies, public institutions'_and agencies'
actions relevant to the problem.. ) '

-  Draft model legislation..

- Plan andlorganize coalition building. _

- éonduct negotiations witn’an awareness of the necessity of
compromise. | _ -, S

R Present arguments and evidence. to support a position (see Public -

Relations and Researcher for related skills)

) - 'Keep others informed about progress using

- verbal communication ]
- written communication (see Public Relations for related skills).

- Train others to develop advocate/change agent ‘skills (see Trainer
for related skills). h

- Develop techniques to maintain change.

This list is not a complete description of the skills which an Advocate/
Change. Agent may have acquired. The space below is provided for you to

list some of the other competencies which you have acquired.

¢ . .
<
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PUBLIC RELATIONS/COMMUNICATOR S

Public relations refers to a method of increasing~knowiedge and understanding

of

an organization and/or its program; it is concerned with disseminating

1nformation to individuals and groups outside of ‘the organization

or

in

- Establish_an interchange with appropriate representatives from: ‘

agency and with processing information from outside the organization.

carrying out my work in public relations, I-can:”

Conceptualize communications and public relations programs which

v

interpret the goals of the organization.
Plan and develop a public relations program.

. Identify target audiences. ' "
Determine the communications technique(®) appropriate to each

~
.
\

audience.
Gather 1nformat10n by:. . : o
- conducting 1nterv1ews ‘
- confirming facts ‘ B _ ;
:+ identifying trends ’ ' ) f/ ‘ |
- 1ocat1ng background data ) -
. (see. Researcher for other relevant actiV1ties) o
Identify representatives of other organizations and of 1ocai, state! Y

and federal government to rececive information about organizational !

activities, t . :
’ ]

- members of the targei group

!

volunteer coordirnating agencies N

private and civic organizations ’ .
. - i . L

- business,uinduStry and professional groups o :

- foundations
'~ local government N '

- state government p o . | 7/
- federal government :

' (see Fund Raiser and Advocate /Change Agent

for ‘other relevant activities)

- Write:
- news stories

Foat11ra ~eneton
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- scriptS'for-radio/television
- other materials degcribing the organization and its program
for the public ‘ '
_ ( see Trainer for internal publications)
- Prepare,audio-visual materials, videoftapes, and/or films
- Use audio and/or'video-tape equipment
- Use photographic equipment :
- Direct acting, speaking; and filmingm
; .
- Prepare visual materials
- Photograph events for news media or other publications
- Design and prepare -art work '

- Design displays and/or posters

Coordinate'development of materials for production
- Edit publications
- Edit fils and/or tapes

” - — ‘Design layouts

| - Work with printers, publishers, produéers

Work with mass media“(press, radio, television)

Select optimum outlets for placement ofymaterial and identify contacts

Adapt and edit materials to mass media standards

Condict press- conferences

- Maintain good relations to facilitate placement of material

Speak publicly : ' ' . "
. . A . 3.

- Deliver speeches ; -
Promote’ an organization program, or service (see Advocate/Change Agent)

Participate as a member of-a panel or debate group '
- Give interviews '
- Conduc¢t or moderate interviews,- panel discussions, debates
(see Fund Raiser and Trainer for other related activities)

- Publicize and- promote organizational materials:

- Plan distribution of" publications and other materials

This. 1ist is not a complete description of the skills which a publir relations/
communicator volunteer may have acquired. The space below is provided for you

to list:some of the other competencies which you have acquired:

O
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- PROBLEM SURVEYOR

[

Surveying a problem area is the process of assessing current status and/or .needs
in_order to identify areas and types of future:activity. Ihe process of'problem
surveying Is closely related to that of research‘ng.and typically precedes that of~
program d89810Pmént- (The problem surveyor usually collects original data; for
more information on utilization of data collected by others, see Researcher.)

In carrying out my work as a problem surveyor, I can:

' -Develop plan(s) .for 1nvestigating the problem area
-Identify and obtain information about
—-the target ‘populations affected bylthe’problem
-the sources of power which can facilitate ot block the implementation

3

of change (see Change Agent/Advocate for related activities)

—~the existiang programs, resources, and other factors wh1ch.1mpactuon

the problem
—~-Assess the impact of the pPreceding factors on the problem area by various

data collection techniques such as interviewing, surveying, public discussions,

'

etc. (see Researcher for related activities) - '

-Comﬁile a list of specific needs or problems\within the problem area

-Prioritize those needs and problems which are most important and practical to

1

R

‘pursue
-Define .potential actions in terms of cost—effectiveness '
-Describe the problem area(s) for purposes of program development by
-summarizing data for ease in interpretation
%—keeping records oficontacts'and resources

-Describe the nature of organizational and community structures as they
relate to the problem area and its potential solutions. ,

This list is not a complete descriptlon of the skills which a problem surveyor

~

volunteer may have acquired. . The space below is provided for you to list some of

the other competencies which you have acquired:

'
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RESEARCHER

Research is a systomatlc means of investigating a topic or problem. It
involves generat1ng ver1f1ab1e data which will support program plannlng and
development and/or the 1mp1ementat10n of change.

In carrying out my work as a researcher, I can:

- Select problemvareaksj relevant to organizational needs
- Limit the research'focus by: . '

- conceptualizing issues

- defining variables '

- operationaiizing medsures

T identifying the unit of analysis
- generating hypotheses

= Collect background information
- Locate ;nformation sources such as:
' - written materials
- data banks
- interviews

surveys

- Summarize past.experience with nroblem
- Evaluate the utility of past efforts
- Design research
- Select‘research design
- Select sampling techniques
.— Select survey tecbniques
-\Develop nractical plans of identifying:
~ needs ) ' .
- time
- costs .
- personnel
-vManage propoeal developﬁent .
- Locate potential sources. of fnnding
- Write proposal to 1nc1ude
. - background
— design

- time and cost estimates
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.= Meet with. funding agencies to promote the proposal

L= Adaﬁt proposal. to meet requirements of funding source

- Obtain data’ _
- Foster cooperation with comhunfty groups and/or_relevaﬁt institutions
and agenciés.to'gain their support for the ressarch~ '
i# Recruit and train data collectors '
. - Select appropriaté data collecting instruments
- pesign and validate new data collecting instruments
- Obtain informed consent of participants
- Obtaln data from existing 1nformat10n banks
- Use approprlate sampllng and survey technlques
- Monitor data collection for qua11ty control
- Process data
- Develop coding procedures
- Train coders ~

-

- Supérvise coders for quality‘control

Select.-and implement .other data reduction procedures

-:Develop computer programs appropriate for the research design
- Analyze and summarize data by using

- Averages or other ‘measures of central rendency
- Measures of d1spers1on or deviation *
" - Measures descr1b1ng relations (correlatlons)
— Other - techniques of bivariate or multivariate analysls

- Tables or other means of categorlcal aggregation

1

- Graphs and charts
- Tests of 51gn1f1cance - .
- Exper1menta1 effects ana1y51s

=~ Non-experimental causal analysls'

- Make 1nferences from data S . - - o
- Make conc1u51ons and recommendatlons from data” '
— .Formulate planAlng_recommendatlons
-~ Make rscammendations‘?or further study

- Develop policy recommendations _ P

‘Write research report(s)
-~ Disseminate research results to aporopriate eroups’
O

ERIC

Aruitoxt provided by Eic:
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This list is not a completé'descniptioh of the skills which a researcher

~

may have acquired. The space below is provided for you to list some of the

-

other competeﬁciqs which you have acquired: . “

v

QA
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S =" FUND_RAISER

Fund raising is the development of a system of financial support for an

organization, program, or activity.

r

In my work as a?fund raiser, I can:/

- (Assess needs so as to determine what financial support is required

(see Problem Surveyor for related skills) - - _ ¢

- Plan a fund raising activity, including

§r e e _

fIdentifying obJectives/and specific- goals <

Identifying potential sources of funds froun:

- Government- local, state, federal)
— Business and indust try

- Foundations
- ‘Individuals _
- = QOther organizations-

Selecting me thods and strategies’ appropriate both to

_organizational image and potential funding sources

. Estimating requirements for people, materials, and time

Estimating cost of a fund raising effort

- Demonstrate knowledge arnd " understa&ding of the code of ethics -
regarding fund raising , R

.~ Demonstrate knowledge and undcrstanding of tax laws and other

" regulations which. affect fund raising

- Utilize the tools of fund raising by:

‘Demonstrating knowledge of resources "such as foundation

directories, directories of government programs, etc.

. Demonstrating a knowledge of financial management

(see Financial Manager) S _ .

Demonstrating knowledge of proposal preparation skills
(see Researcher tor related skills)

-~

Demonstrating knowledge of techniques in preparing promotional
materials (see Public Relations for related skills).

Demonstrating an understanding of the motivations and needs
involved in contributing to a group, organization, or program,
and methods to build on these ' .

Administer ' a fund raising’ program including

Selecting or recruiting staff and workers

‘Training others in “fund raising techniques (see Trainer
: for related skills)
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- :
o= Making work assignments and monitoring progress

- Setting and communicating goal

Coordinating multi-faceted efforts

: Assessinggand{reporting on progress

- Modifying plans to meet.changing circumstances

- Raise funds by selling a product or service,.including:'

- Selecting products or services to sell which are appropriate '
to organization/agency image

- Selecting a clientele or target population

Researcning cost/benefit factors for alternative. products,
services, and delivery systems (see.Financial Manager).

Wr-»Planning and monitoring product or serviEe,delivery_V

- Selecting and recruiting sales personnel

. = "Training sales personnel

- Selecting sites, territories and/or locations for sales on. the
basis of clientele, cost, etc. = A

= Determining if sales’ permits, leases, etc. wilI“be needed
and obtaining them

- Plaaning and implementing methods to monitor personnel
morey, and materials (see Financial- Manager)

. .= Planning and implementing publicity for. the produ‘t or
service (see Public Relations)

» — Maintaining records which will help othhrs planning o
similar sales programs '

v

- Developing techniques or procedures tor return or repayment of
products, sale of slow moving products, etc. )

»-: Raising funds by staging a special evenL, including.

~ Selecting the type of -event which will be appropriate to
organizational/agency image .

- .Deciding if the event should be targeted to a specific
clientele or to the general public -

T - Determining the cost/benefits ‘of alternative types of’ events

3

- Planning and implementing publicity fsee Public Relations)

- 'Organizing a plan for staging the event ' N 3

~ Selecting and recruiting individuals to work on. various
tvpes of tasks and activities . - .
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- Training staff and participants (see Trainer) S X

1 -

- Obtaining and'organizing materials . ~

- Determining if permits’ and permission will be needed and
obtaining them

—- Selecting sites and locations for the event”on the basis of
factors such.as target population, cost, etc. : e

—'-Monitoring the work of staff _
-‘.Keeping records that will be of use to others planning similar
‘special events
- Raise funds from government, corporations, and/or foundations by:
- 'Researching special interests of potential funding sources (see Researcher)
- Preparing a proposal . _ , ' s
- Contacting appropriate funding sources ( . - .
- Promoting a proposal, project, or special need"

- -Preparing reports which demonstrate organizations or agency
accountability to the funding agency

i

- Raise funds from the public through a campaign including

-

;;"Planning campaign theme and organizational strategy . L L.

=~ Recruiting workers for different levels of responsibility
“and different Vinds of tasks .

)

- Training and motivating workers (see Trainer)

- Preparing materials to be used in the campaign (see Public Relations) -

. -

- Monitoring the progress of the campalgn ., . | ‘

" - Revising staffing and strategy to deal with emergencies or
with inadequate public response

- Rreparing”reports_which will be of assistance to : o
others planning similar campaigns. :

3

h”his list is not a complete description of the skills Jhich a furid “a‘snr

may have acquired * Thef'space below is provided for you to list some of

fthe other competencies which you. have acquired 'f: ' .o ‘




+  COUNSELOR .

Counselors advise people whe are seeking help and assistance
with a probiem. lInformai counseling often occurs in:conjunction
. with other activities, such as managing personnel or'serving'ash
vfan advocate/change'ageht.' Formal counseling:programs frequently
require training prior to beginningiwork;,paraprofessionalé and
volunteers- in these programs tjpically work under the supervision
of a professionai. ’ ‘. . . : : S hh
. In my mork as a counseior, I can: . , .
- Establish rapport with the person seehing advice.
- i Use techniques which help people to talk spontaneously
- Select an appropriate physical setting for counseling.
- Show receptiveness by giving attention and by 1istening
‘carefully k v
- Use reinforcements (both verbal and nonverbal) for
encouragement and support. '

r - Describe how facial expression, posture, and tone-o f-voice

~

affect communication.
- Build client confidence toward the counseling agency.
- Demonstrate my questioning“skills.' - ' ~r%;j . ’
- -Use exploratory questions to obtain background info ' tion.
- Know'how and'why to. .use Qpen-ended'questions. )
- Use probing techniques to obtain further information.
—3~Describe two-step probing and its use. .
- ‘Adapt my questioning to the background of the perSon and to
.the nature of the problém. - h
- Use double-edged questions to help individuals obtain greater
insight. ‘

W

Rl

- Avoid leading questions.

- Use softening techniques when us1ng direct. .questions.

- Phrase questions so .as to help the respondent ''save face,"
- Demonstrate my listening skills. ' .

- Describe the qualities which make for an effectiﬁe listener.




- 5how how my objectives (both long range and short-range)
Las a listener influence my listening approach i

- Use techniques to determine if what I have heard is what

. the person wanted me to hear. - /

- Use techniques to give listening feedback

- Describe different counseling techniques Tnd show how and

when each is used.
= "Describe -the psychological theories on thch different counseling
techniques are based. _ _ f
- Demonstrate. my awareness of the legal and ethiczl problems re-
" lated to confidentiality i
\ - Demonstrate techniques to control the interchanges in counseling
situations. - ) X
- Use techniques to expand or limit the focus of thebdiscussion.
as needed. ' .
- llse methods to help. a person expand the options undeg con~
' sideration., _ '
- * Use methods of values clarification.
- Describe how to determine when a situation needs to be referred.

to others.

- Discuss various abnroaches to decision-making and the rationale
for each. | . ' _ |
- Controllthelbacing of the interchange.
- Use techniques to exclude irrelevant detail
o= .Use interview guides when appropriate to structure the situation.
- Identify an individual s problems and difficulties by a variety -

of methods. _ ‘ .
Question and interview an individual to obtain infoFmation.

- Observe an individual's interactions with others or performance

to identify problems. &

‘Work with an. individual's family, co-workers, teachers, or

others to identify problems. ‘ e

C - Use tests or other diagnostic devices to identify problems.

- Take notes unobtrusively duriug counseling or an interview, and

use these notes later in dealing with the client's problem."




- Describe the kinds of information necessary to handle. different )
r types of-counseling problems. _’
-, Interpret data and use it in counseling
- Interview and background.
- Observational data.

- Test data. -

- Other. . (Specifyh

= Do referral counseling. e
- .Build resources for referral.
—-. Describe methods and consideration in using referral resources.

- 'Use appropriate techniques for people seeking help for them—

t

elves and for others. ) .
- .Demonstrat§~£2e special,skills neededcin”phoneareferraf o
‘ counseling ) ' ; .
‘.- . Do intake or entrance interviewing, screening, and placement.
l-‘ .Determine the urgency of a problem or concern and handle it
appropriately.' | '
- Handle crisis intervention.
- Identify crisis situations. )
- Deal pro-actively with the people surrounding the crisis.
- Describe responses to different kind of cris:s situations.

- _Demonstrate my ability to prioritize in handling a crisis

T T e e e
' and the factors to be considered ,
T - ‘Describe the special skills needed for dealing with particular
. crisis situations.

- Alcohol problems
- Drug problems

- Disasters (earthquake, flood, etc.)
- Poisoning Co v
- Rape

- Other (Specify

i )y

- Demonstrate.techniQues for dealing with people who complicate

rather than aid in a crisis situation,




- Demonstrate the skllls requlred 1n career counsellng ‘and 11fe'
guldance. ;
~ Use tests and other devices to assess aptltudes and 1nterests.
=‘;Descr1be ‘resources which can be used to assess 1nterests and
'determlne alternatives’. o . \
- Use methods to implement and follow—up d c151ons.

-

- . Demonstfate the skllls used <in intensive individual counsellng,
- group counseling, and therapy situations. _
- Describe the coes which can be used to assess state (emotional,
~ physical, etc.).'. ’ ' . ) -
- DistingUish ketween techniques appropriate for group and
individual counseling or therapy. o

~ Describe the cues which can be used to determine the effective-

. ness of counseling. '
- -Demonstrate skills which.support professional counseling.
.~ Use special techniques in groop counseling to develop group
solidarity, deal w1th group conflict resolutlon _elicit
self-disclosure, etc. : '
~ Use cues to help understand group' processes and‘interaction,A

- Demonstrate skills used as support for professional counseling.

ThlS 1lst is not 'a complete desc¢ription of the SklllS wh1ch a
counselor may. have acqulred The.space below is provided for you

to 1lst other competenc1es.

ERIC

Aruitoxt provided by Eic:
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A youth group leader devises and im 1ement '
people develop and learn. 'p S programs which help young

In carrying outnmy work as a youth group leader, I can:

- Articulate the philosophy of the organization or sponsoring group

- Describe how the components of the program relate to organizational
fphilosophy

- Demonstrate a knowledge of child growth and development
- Demonstrate a knowledge of theories of learning

— Demonstrate a knowledge of teaching methods and materials
(Specify areas ‘

R e, - e )_-_ - - P

- Select activities which will help children learn desired skills
" and attitudes '

~ = Determine the cost/effectiveness of alternativé program components
- Plan a youth group program, including:
—- Defining program objectives
- Involving group members in program planning

- Selecting activities -which .will most efficiently lead" t0'°
meeting the program objectives .

— Selecting activities which are most appropriate. for the age;
background ‘and. experience of group members

- Preparing program materials

- Determining the budget for the program - o

- Deciding on methods to_evaluate the program ) ,

"Administer a youth program, including:
- Selecting and/or recruiting others for various regponsibilities N
R Training other adul:s as leaders or assistants (see Trainer)

- Training youth group members for leadership roles within the
organization .

- Working with adult meuters of the supervising board or agency

- Determining the effectiveness of various program components in
meeting organizational goals - :

-~ Assessing the effectiveness of other leaders
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- Coordinating activities of vanious groups

/,
- Securing financial resources/(see Fund Raiser)

- 'Direct a youth group, including ;
- Organizing and conducting meetings

.

Teaching ‘ Co

/~ games
¢ -:crafts - - : j
f; - music | |
/ - dance K o
| '~ interpersonal skills R f{
’ -,democraticborocesses
- dramatics .im”.wi”_, ,,,,, o
- health and safety 4 ' _' | _ ‘
- art - - | N
- outdoor/camping skills
~ religion
~ conservation
&~ homémaking
.- citiaenship

- - other (Specify )
Demonstrating a knowledge and use of techniques and equipment

~ specific to the organi&ation s program

- Abiding by the organizstion's standards

' Providing guidance 'and counseling to young people as
appropriate (see Counselor) . - o

- Using audio-visual equipment : } -

—- Demonstrating -a knowledge of children's games

Storytelling, including demonstrating a knowladge of

children's literature

Demonstrating a knowledge of safe proceuures for children's

activities - -

’ Demonstrating the ability to use appropridte techniques to
deal with interpersonal conflicts

Describing how youth groups serve as socializing agents
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-

AThileistAis not a complete description of the skills' which a youth
group leader may have acquired. :The space below is provided for you to

list some of the other competencies whiéh'you have acquired:

.

i ot
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GROUP LEADER FOR-A'SERVINGnORGANiZATION

[

Leading groups of beople for a serving organization involves helping
> people grow and develor within an organizational structure. .

In carrying out m&Irespongibility as a group 1eadér:forba sefving
organization, I can: ' ) o g
= Plan and coordinate activities

~ Secure resources, human and physical

- Provide counseling sefvices for people, where applicable (see Counsélor)
- Organize committees‘fb carfy out taskg )

- Keep records of'individual.and,group progressh

-~ Prepare budgets and keep financial records (see Financial Manager)

_“U_T:M‘cf§EHIE§‘EﬁHfconduct'meetings
— Understand and deal with donfl}ct

- Teach games, crafts, songs, dances, intefpersohal skills,
socialization, democratic process :

- Uselaudio—visual equipmeht
- Abide by organization's standards
- Use proper bafety precautions ' )
- Knéﬁﬁand use techniques and»equipment specifié to the progfam*
: Ehis:list'iéinot'aﬂpompiéte_description.bf,theuskills-which~é—group' o
" leader for_a.serﬁing organization wmay have acduired. The space ’
Leluw is prcvided for you toilistrsomq of the other competencies which

you have acquired: ' o : . ' -

;o R
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-

' MUSEUM STAFF ASSISTANT (DOCENT) -

Docents describe and discuss museum exhibits with groups'of individuals

to facilitate a better understanding .of what is being seen; they may work

-in. art galleries or museums; in historical buildings, museums, reconstructions,
or parks, in science or natural history museums; in. zoos; or in parks.
Other types of museum stdff assistants may work in preparing, preserving,
or restoring materials for display, ‘in caring for plants or animals, in
performing tasks or activities as part of the museum's demonstrations, -
or in conducting research.

‘

As a staff assistant (docent), I can:

v

- Plan and prepare a lecture-tour for children and/or adults

- Translate information and facts to.a level of underscanding appropriate

to the background and experience of the audience .

- Deliver a lecture-tour without notes but following a suggested outline

. Modify the information given in a 1ecture-tour to suit children of
.. various ;ages ~

p— — RV

- Develop and 'use techniques which arouse curiosity and provoke discussion
during the lecture-tour

- Demonstrate a knowledge of and the ability to use a library and other
reference resources . :

- "Read the nature" of a group during the LirSL 10 minutes of a lecture-
tour and modify the remainder of the lecture-tour as appropriate

-~ Know the criteria on’which to judge a- work of art

- Plan a 1ecture—tour to meet specified educational obJectives

~ Know the criteria on which to judge other 1ecturers

- Speak in public with confidence- ‘ . )

- TInderstand and use techniques of £Troupo dvnamics

- Understand and explain the policies of the organization or -institution

- Demunstrate knowledge of:

- Art history
- - Art techniques )
- World and/or national history
_" State and/or local history
- Plants
- Animals

— Science
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- Describe methods of investigation (see Researcher) P

~ Prepare museum support materials (see Public Relations) ;g
- Demonstrate my knowledge of teaching methods and materials o

- Develop written materials for use in 1ecture-toure . - .

- Use audio-visual materills in conJunction with 1ecture-tours

— Demonstrate craft techniques - _
- Take part in "1iving history" depictions/demonstrations' \\\\;
- Explain the reason. and purposes for museums; zoos, etc.

- Know how to care for living plants and/or animals which are part of .
the collection AN

- Know how to care for and maintain the materials and equipment in
the collection = .

— Develop and maintain a 1ibrary of materials relevant,to my lecture-tour
\specialty : ' )

- Train others to.work as staff assistants (see Traiqer)

- Work with members of the professional staff and/or with members of i e
the superv151ng ‘board '

"This list is not a complete description of the skills which a museum
.staff assistant may have acquired. The space below is provided for you

to list some of the other competencies which you have acquired:

&

!
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TUTOR/TEACHER'S AIDE

1

>
€

A tutor/teacher's aide helps an individual or gronp'of:individ—
uals to learn somethiné or to improve.their learning techniques.
‘The tutor differs from ?he trainer in‘that trainers instruct in-
dividuals in the performance of specific jobs or tasks while tutors
_teach more general skills (suEh-as reading) or knowledge which is
applicable"to'a.wide range of tasks or aetivities.

In my work as a tutor/ﬁeacher's.eide, I can:’

- EstaBlish a good working relationship with the learner.
j— Develop pdsitive_student_attitudes.towe;d learning by:

- Selecﬁing tasks of appropriate difficulty. l . ,

< Telling the 1eerner when a job is well done.
.- Encourage and support the learner by:

- Complimenting the 1earner for good work and good thinking

to develop a positive self-concer’. _

-, Snowing acceptance of the learner by giving attention and

by listening carefully S
- Helping the learner respond to increasingly difficult materiaD
. = Showing receptiveness to learner efforts. '
- Work cooperatively with the learner's teacher and/or school.
- Abide by school rules'relatinﬁ to tutors or aides.
. = Be 'positive about the teacher and school in discussions
- N with the learner. / |
. - Followbthe'teacher's plan of instruction.
- Provide the teaéher with information on learner progress.
- Provide advice and informal counseling to the learner, when
'appropriate (see Counselor).
£ - Identify learner needs and difficulties:
- By ‘direct observation of and/or interactlon with the 1earner.
- From test data or other diagnostic devices.
- 'Through discussion with the teacher(s) who ;eguiarly in-
. struct(s) this léarner. _ ‘ ‘
_..Through discussion with‘osber school personnel (counselors,

psychologists, etc.).




~ Objectives

‘- Teaching methods and- chniques ‘ ' _\

- Evaluation techniques ' o S

Pace instruction. at a speed appropriate to the learner.

Set and monitor instructional ohjectives.

aeleCt instructional material and techniques appropriate to -

. learner background and experience..

Demonstrate my knowledge of learning theories and their application.
Denonstrate,my knowledge of teaching methods and materials..

- Develop written raterials for use in tutoring.

Develop_audiovisual_materials for use in tutoring.-

Develop and maintain a library of materials for use in tutoring.

-p(Specify subject and/or level

Demonstrate my knowledge of the subJect(s) which I tutor. ‘
(Specify ' - o
| Lo T : ' | )

Evaluate learner progress.

o By observation . &

- By oral questioning .-

= Ry use of'tests or other evaluative devices

-Use questioning techniques approoriate to instructional obJectives.

Make an effective ‘oral presentation to a, group.

Demonstrate a knowledge of group interaction techniques and of
their use, -

" Train others to be tutors- (see Trainer).



This list is not a éomplete description of the skills which a
‘tutor/teacher's aide may have acquired. "The space below is pro-

vided. for you to list otherbcompetencies.
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. ‘ MANAGER OF HOME FINANCES

The manager of home finances is concerned with the responsible
allocation and monitoring of finances related to home and/or family

management. _ .
As a manager of home finances, I can: S \\\\\
= Plan ahead and set ‘monetary goals : | : :
- Budget‘éxisting funds - o ' \\\
- Maintain family financial records '

- Demonstrate knowledge of the fundamentals of invéstment by explaining
which investments were made.or considered and why

- Dexonstrate krowledge of thé rationale for various kinds and amounts
of insurance by indicating which policies were obtained or considered

and why (Health, Life, Tenant, Auto, etc.) ' _ )
"= DNemonstrate my~skills as a consumer or monitor of consumption by:

- Buyiﬁg_énd using various products in the commercial market

- Knowing the advantages and‘disadvantages'of various kitchen
utensils available for cooking, serving, and storing foods

- Knowing about different cleaning products and tools —w -
b how to do the job most effectively. and easily

A - Knowing about various patent medicines and‘sundry'items -
when they «are needed, how to determine which brand is the
most effective and economical, and how much to use of them

- Selecting good schools and knowing about the community
. resources which are available

- 'Selecting and purchasing clething which will be appropriate
and durable ‘ . o

-.-ﬁéférmining which_fgbairs.are most apbropriately and cost
effectively done hy a professional _\
- Demonstrate ﬁy knowledge of laws which can affect family finances by:

- 'Describing laws related to finances and such circumstances
as death, divorce, child support, etc. ' :

- Describing bankruptcy laws and procedures
- Descriting home/business laws and procedures.

- bescribing laws related to income  taxes, Sociai Security taxes,
evc., and use them to maximize savings and/or income

— Describing social services legally available from the government
or service agencies and the process of obtaining them.

- ‘Demonstrate my knowledge of real estate by:




- WhenA

selecting a house or apartment, know how to evaluate

structure, plumbing, wiring, sewage, etc.

- Evaluate a real estate purchase by:

- Describlng how to obtain. Lnformation on taxes, loans,
zoning, forecast real estate charges, etc..

- Discussing the relative importance of these factors

- Prepare and defend income.tax returns

l
3

This list is not
of home finances

you to }ist some

a complete description of the skills which a manager
may have acquired The space below is provided for

of the other competencies which you have acquired:




O

ERIC

Aruitoxt provided by Eic:

Ve
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HOME NUTRITIONIST

.

A home nutritionist is concerned with the responsible need assess-

ment, planning, management and delivery of the nutritional aspects

of the home..: -

As a home nutritionist, I can:

- Demonstrate knowledge and understanding of the basic elements of

nutrition by:

Assersing the nutritional needs of the people and/or animals

- for whom I am fesponsible nutritionally.

Describing the variations of nutritional needs relative to age,
exercise, present condition (overweight, average, underweight),
metabolism, etc. !

Describing alternative sources for meeting various nutritional
requiremente (vitamins, milk substitutes, etc.).

Descriﬁing symp toms of various nutritional deficiencies or

excesses and their remedies (such as poor night vision from lack

of vitamin A).

Describing the ramifications of the restricted diets with which
I am familiar.

Describing the baéic nutrients (fats, carbohydrates, proteins,
vitamins, and minerals) and how they are digested and used by

the “body.

- Demonstrate skills related to nutritional planning and cost

effectiveness by:

a AN

Using effectively the resources available to me or potentially
available to me, i.e., available time (mine and_othefs'),
abilities, supplies (freezer, refrigerator, oven, mixers,'
utenSils, storage space, etc.), information, and money and

how they influence my ability to be effective.

Dealing with a sudden change in resources. ]
Obtaining help from social service agencies if my resources
are limited, or suddenly reduced, or changed by emergency.

4

Buying in bulk or in smaller quantities, depending upon the

.appropriateness of each to the situation.

N

15; - -
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- Obtaining food from various sources (growing one's own,
co-ops, farmers' markets, speciélty stores, large chain
grocery stores). L ’

- belecting foods agivarious stages of the preparation process
(i.e., "raw" fotm, semi-prepared. prepared, étc.).

- Describing positive and negative effects of special diets with
which I am familiar.

Demonctrate my knowledge of differert nutritional needs by:
-~ Describing how nutritional needs vary relative to age
—~ Describing nutritional needs during pregnancy and nursing
= Describing how nutritional needs vary relative to body weight,

exercise, and environment
- Demonstrate skills associated with food preparation and storage by:

- Describing the methods I have used to store various kinds of
> foods (canning, freezing, etc.).

- Describing the unique properties of various food products. i.e.,
leavening agents, preservatives, etc.

- Describing the safety precautions and methods of dealing with
emergencies which may occur during food preparation.

-~ Describing methods of determining the meaning and corrective
procedures for various cooking conditions or-problems.

‘- Properly using varioushfood_preparatiOQ, appliances, utensils,
etc.

- Describing the meaning of terms used in cookbooks. '

- Describing the characteristics of measurement and con&erting
quantities from one measurement system to another.

- Describing épecial‘food preparation techniqués'for serving
large numbers of people or for unusual nutritional needs such
as ethnic, gourmet, fat free or food allergy diets.

N - Describing differcnces in food selection and preparation in

various cultures.
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- Demonsgzite skills in meeting nutritional needs outside the home by:
- Describing the advantages and disadvantages of food sources
which might be considered while traveling. |
=~ Describing sources of food; other than restaurants, for use
while traveling or camping (dehydrated foods, wild foods, etc.),
- Demonstrate knowledge of food pPoisoning by discussing its causes.
- ‘Demonstrate my knowledge of laws related to nutrition including

content and labeling laws, health and cleanliness laws, etc.

- Teach others good nutritional practices,

,This list is not a complete description of the skills which a home
nutritionist ﬁay have acquired. The space below is provided for you

to list some of the other competencies which you have acquired:
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HOME CHILD CARETAXER

The home child caretaker is respohsible for providing for the
physical, emotional, intellectual and moral needs of a child at different
stages of development. . In providing this care, the home child cafetaker
must assess the child's needs, identify the appropriate care and implement
such care within the financial, spacial and temporal limitations of the

particular setting within which the child resides.

As a home child caretaker, I can:

- Identify the nutritional needs cf a ch11d (see Hume Nutritionist),.

including: _

— Selecting amor_; alternate liquid diets for an infant (mother’s milk,
animal milk formulae, vegetable milk formulae).

- Determining when tc add solid foods_to a éhild's diet, including
consulting with medical'and paramedical persénnel regarding
nutritional needs. .

— Devising &ays.of helping the‘older child deal wiﬁh the 1imitationsv
of a special diet when that is necessary.

- Recognize and respond fo a child"s need for a loving and emotionally

supportive environment. )

- Identify and provide a safe stimulating environment for a child,

1nc1uding _ .
- Providing safe beddlng for an 1nfant. .

- Providing stimulating play environment appropriate for pre-school
child. ' ‘

- Teaching a growing child to develop safe play procedures.

- Teaching school ﬁge children how‘to,identify safe play areas.

- " Purchasing or making materials to develop a child's intellectual
and physicai_growth.

- Teaching the child games and activities appropriate to her/his age
" and interests. ‘ |

- “Make effective use of medical services for the child, including'
- Consulting doctors regarding preventative medic1ne, and immuniza-
tions, etc. :

— Obtaining emergercy medical services when necessary.
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o

- Determining the extent of public medical facilities and deciding
| when it is appropriate to use them.
- Arrange and supervise social experiences for a child which will promote
ethical and moral development.
- Identify and select appropriate educational envirdnments, including:
- Choosiug appropriate day care facilities when needed.
- Choosing appropriate pre-school facilities when needed.
) - Consulting with teachers regarding the child's educational development.
- Consulting with teachers regardiné the child's social/emotional,
‘ physical, and cognitive development.
- Identify and provide appropriate clothing for a child at different stages

of development (see Home Clothing and Textile Specialist), including:

- Identifying appropriate clothing forAdifferent seasons.
- #&dentifying and providing appropriate. clothlng when moving to different

cllmate.’

- Identifying other factors to considér in clbthing selection (growth -

rate, fabric durability, etc.). h
- Evaluate books and movies and determine thelr suitability for a child
- Identify resources in the communlty which can be used to augment school

and .pre-school" activities, including: T
- playground facilities
- art and craft workshops
- libraries and museums
- dance andlmusic programs
- sports programs
- iouth groups'(religious, scouting, etc.)
-~ Demonstrate skills which help make life interesting to a growing child
(e.g., story telling, singing, etc.).
- Identify resources in the community which may be utilized tc improve
the living conditions for the child including:
- Cecnsumer serv1ces (such as dlaper service, nursemaid serv1ce,
counseling programs, etc.). '
.- Public services (sucb as: AFDC, Médicaid, food stamps).
- Direct benefit to the child (such as: diaper service, medicaid,
food stamps, Big Brother, etc.).
- Indirect benefit to the child (such as: counseling servicgs,
Parents-without-Partners, etc:i. B}

55 |
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- Pecognize and treat childhood diseases, including:
- Identifying Sﬁch diseases and describing their symptoms.
- Determining what immediate remedy is”needed. '

. — Determining whether to corsult with a doctor.
- Describing books which are helpful resources in dealing with childhood
diseases. » . ' .

- Describing emergehcy procedures for various conditions.

- ‘.Describe and recognize the milestones in human development.

- Identify emotional disturbances or learning difficulties in a child
which need professional treatment or added attentioh, and obtain
appropriate consﬁltative advice. .

I

- Recognize the nonverbal cues anﬁ'behaviors which £ndicate tensions or
problems. .

- Provide 1ega1, moral and ethical guidance for a child, appropriate‘
to the child's age, including: |
- familiarizing a child with laws which may affect her/him.

- Familiarizing a child with codes of moral conduct deemed appropriate

by the parent; —————

- <ngisingaways of'helping a child to take responsibility for his/her
behavior. _ .

- Devising ways of helping a child to recognize the consequences 6f
alternative behaviors. )

- DevisinngaYS of Helping a ¢hild to recognize the patterns of beha&ior,

. appeagance, etc., which are accepted by society and to assist the

child in determining personél responses ;o'théée patterns (respect .
for éldepé, etiquette, éocial amenities, implicit dress coqes,'etc.).

- Determining and describing means of incorporating the interpersonal
qualities which I value into the relationship which I have with a
child: .. . |

- Devising ways of helping a‘child to express his/her emotions in
acceptable Qays.

~ Describing my approach to punishment and reinforcement of a child'@

behavior and discuss the basis for this appfbach.

- Describe ways to develop self-sufficiency in a chila.

o . B _1:5&;.
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- Demonstrate my understanding of the special needs of a child with a
physiéal or emotiornal handicap, of a gifted child, of a child in a
single parent héme, of a child,pf'a highly transient family, etc.,-
including: ‘ »

- physicalil needs
- emotional needs
- educational needs ‘

~ Identify-the special nreds of a child who has a suddcn change in his
or. her environment, such as death of a close friend ofkrelatige,
addi.ion of a new family member (infant or aged), divorce of parents,

etc., and develop ways to meet these special needs.

M

This list is not a complete description of the skills which a home child
caretaker may have acquired. The space below is prdvided'fo; you to list

some of the other competenciés which you have acquired:

o : oo . [
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HOME DESIGNER AND MAINTAINER

A home designer and maintainer plans and executes home decorating
ideas and is responsible for the proper care of the home. .

As a home decorator ‘and maintainer, I can:
- Demonstrate my knowledge of the textile aspects of the home (see

Home Clothing and Textile Specialist).

- Demonstrate my kno&ledge of the properties of wood,‘including:
-~ 1listing the similarities and differences between various kinds
of woods and their finishes f
- selecting different kinds and qualities of wood for different
purposes |
- idéntifying different woods and various finishes
f. understanding the need for and methods of refinishing wood produ:ts
- Demonstrate my knowlédge of the pfoperties of metals, including:
- identifying different metals '
- selecting different kinds of metal for different purposes
- understanding the methods; for maintaining metal products
Demonstrate my knowledge of the properties of plastics, including:
— identifying different plastics | .
- selecting different kinds of plastics for different purposes
- - .understanding the methods for maintaiﬁing plastic products

Demonstrating hy knowledge of the proﬁérties of various fabrics (see

Home Clothing and Textile Specialist).

Démbnstrate'my knowledge and skills in carpentry, including:
- proper use and maintenance of tools used in carpentry' .
- 'deéigning carpentry projéﬁts

- executing carpentry projects

- repairing wood products

Demonstrate my knowledge and skills in creative home ééwing or artwork,m
including: ‘
- uphoistering

- designing window treatments
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-
-

: X
- Demonstrate my knowledge and skills in home maintenance and

repair, including:

- preventing problems in the plumbing, electriCal and heating
systems,in the home. A ) ’

- diagnosing problems in theaplnmbing, electrical and heating
systems in the home. ’ -

- correcting problems in the plumbing, eleCtrical anu heating
systems in the home.

- managing the overall maincenance of the home,including:
- assessing what needs to be done. |
- determining the costs and time involved including the con-

sequences of postponing the project.

- prioritize tasks. . 3
- determine whlch tasks I can do.
- select people to make other repa1rs

- explaln my 1ega1 recourse if repairs are made poorly or improperly.

- exp1a1n my legal recourse if the owner of the dwelling I rent
fiils to keep the bu11d1ng adequately ma1nta1ned.

- Demonstrate my knowledge of creat1ng an effective home environment,

iuciuding:. ]

- < Analyzing the physical eleﬁents"to be considered in planning
and decorating a room (placement of windows; heating system, room
dimensions, etc.). K .

- Analyzing the’noannysdcal elements to ve cdonsidered in'hone
design (use by cnildren,'aged, or handicapped 'cleaning and'},'?
preservatlon of decor, flexibility, famlly values, éetc.).

= Analyzing the resources currently ava11ab1e (ex1st1ng furniture,
carpeting, accessories, etc.).

- Determining possible changes or additions and the consequences
of each. o ’ ' : -

- Creating original'home designs.' '

- Describ1ng ways in wh1ch the maJor de51gn elements (color, 11ght,

' space) can be used to alter room appearance. .’

Q : - _1f5£}
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- = Selecting and arranging products which reflect the above con-—

» - A

siderations.
2

—~ Identifying aesthetic guidelines for evaluating and formulating
- design (i.e., balance, proportion, emphasis). A
= - 'Research 'products or materials with which I am unfamiliar. .
= Research architectural and/or home furnishing periods of historical

. . ‘v )
or regional interest.

- Manage yard and garden care (see Home Horticulturist).

- 'Maintain,.diagndse problems, and repair-motbrized'equipment (lawn
mower, automobile,.etc.), or electric appliances (blender, toaster,
lamps, etc.).

- Pfevent conditions which increase the potential for fire or other
hazardous situations (worn wiring, spilled flammable liquids,
crowded stairs, etc.). A .

-  Selecting ﬁdeucts which will not bresent hazards.

- Prepare my family to handle various emergencies which may occur

(tornado, fire, hurricane, etc.).

" This list is not a complete description of the skills which a- home

}&esigner and maintainer may have acquired. The space below is pro-

vided for you to list some of the other competencies which you have

acquired:

163
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HOME CLOTHING AND TEXTILE SPECIALIST

A home clothing and textile specialist is responsible for planning,
providing, and caring for wearing apparel (fabric, fur, jewelry, etc.)
and textile products found in the home (curtains, slipcovers, wall hang-
ings, etc.).

-,

As a home clothing and textile specialist, I can:

~  Demonstru.te knowledge of the properties of various kinds of fabrics
and materials used in the home or for wearing apparel by describing
- Care and maintenance properties (cleaning, wear, vulnerability to‘
stains or heat, etc.)
~ Pliability and structure
- Differences in method of production
- Relative costs

~ Terms used to describe these materials or their properties

- Analyze the wearing apparel needs of people:taking into consideration
such factors as age, figure, size, budget, kind and level of activities,

fashion, and individual differences and interests.

- Denonstrates.skills used in producing clothing or home textile
products by.\
-~ Using patternS, according to acceptéd standards, to make clothing
~or other home textile products.
a\\haking alterations of patterns~or merging two or more patteérns

:to make clothinglor other home textile products.u

Creating my own patterns from which to make clothing or other

home" -textile products.

Describing proper use and maintenance of tools and equipment

nsed in textile construction (sewing machine, loom, etc. ).

- Describing the process I use to create, design, and implement
a textile related idea. |

- 'Using a variety of different techniques in my specialty-(em—
broidering, leather work, tailoring, spinning, weaving, uacrame,

knitting, crocheting, upholstering, etc.).
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«

- Showing how different fibers- produce different effects.
- Describing ways of determining the kind of results which occus

when different techniques, colors and materials are combined.

- Demonstrate skills and knowledge related to maintenance of wearing
apparel and home textile ‘products including
- Describing proper cleaning or preserving procedures.
- Describing procedures for altering, mending, and/or'remcdeling.

- Describing storage considerations.

<

- List and explain terms used in my specialty area (warp, skein, bias,

flat fell seam, etc.).

- Discuss the history of my specialty and describe how methods and

materials have changed.

- Identify’the technique, period, andﬂorigin'of various textile and/

or clothing samples.

This list is not a.complete description‘cf the skills which a home
clothing and textile specialist may have acquired. “The space below is

provided for you to list some of the qther competencies which you

have acquired:
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HOME HORTICULTURIST

A home horticulturist is concerned with the practical aspects of
growing (procuring, planting, maintenance, ete. ) of trees, fruits,

vegetables, flowers, and ornamental plants.

As a home horticulturist, I can:

— Demonstrate my.knowledge of the environmental'influences which
affect plant growth by: ' |
- Describing the properties of various_ kinds of soil including:
- how to test the soil
—- how to change soil properties
= the kind of plants whici need ur provide various soil properties
- how to improve soil drainage or prevent erosion
- how to get assistance nith soil problems
- how to mix fertilizers appropriately
- how to prepare compost or alter the soil properties organically
~ how to prepare soil prior to planting . '
"~ _how to maintain soil after the growing season - if outdoors
- how to explain any tools frequently used in soil work
- Describing methods of providing an optimum anironment for the
"various kinds of plants I grow (moisture in the air,. lighting,
temperature, etc.).
— 'Describing methods of protecting plants from the adverse effects of
environmental influences which I can't alter,
- Demonstrate my knowledge of the biological functioning of plants by:
- Naming all the parts of various kinds of plants-and the function
they serve for.the plant. , .
— Describing the process by which a plant gets .its nourishment
- Describing the process of regeneration for various kinds of plants.
- Describing the classification system used in ordering plants into

groups.

— Demonstrate my knowledge of planting and transplanting procedures byf

= Identifying the special care o’ be taken while transporting and

transplanring a tree, shrub, or plant
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- Describing the qualities of a plant to be considered prior to
‘ pufchasing or tfﬁnsplanting.. . p
- Describing the growing season of various plants and how to
determine when and where to plant seeds or~seedlings.
~ Selecting appropriately between the varieties of plants or seeds
available to .me. |
- - Demonstrating planting techniques
’ - Selecting containers appropriate for Variqus types of ornamental
. and/or indoor plants. -
~ Demonstrate my knowledge of hazards affecting plants aﬁd'how-to
femedy‘them by: - |
— Describing the differences between animals and insects which
are harmful to the planté I grow andtthose which directly ‘or
Jindirectly help the plant.I grbw”(bees and cross pollination,
lady bugs which eaf aphids which eat 1?aves, etc.).
~ Detecting and diagnosing plant damage éffectiVely .
- Preventing damage to plants from insects and animals by using
organic and/or inorganic methods.
- Uéing various methods of weed centrol.
~ Describing the cost. effectiveness aspects of the various methods |
. : of insert and weed control described above.
- Deséribing the resources available to me to pbtain assistance .
with these kinds of problems.
- “Usipg and-explaining any tools or materials used in pest
or weed control.
- Démonstrate my knowledge of plant maintenance by: _
- Arranging my résources to gllow for optimum plant maintenance.
- Piagnosing‘a\need for a change in maintenance procedures and

proceeding t¢ test my diagnos%g;

—

~ Providing the care that various different plants need for optimum

~———

_gro@th. - AN
-— Harvesting effectively.
- Demonstrate my knowledge of a‘particular method or part of a method
of growing or caring for plants (organic gardening, creating hybrids,

etc.).

Q . .}1(}4
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- Demonstrate my indepth knowledge of a particular k pd of plant

‘and its care. ' |
{

- Demonstrate knowledge of harvesting vegetables, fruits, and flowers.

- Demonstrate my kno"1edge of the proper care for plant products

(flowers once they have been cut; vegetables once they have. been

harvested). : zg

- Demor.strate knowledge and‘lechniques of nlant nruningf
- facilitating growtii and/or floweriné
- seasonally | A |
- afte- rramnsplanting

.~ . for ornamental effects

- Demons:rate my kncwledge and skills as a iandscape érchitect includingb
- Evaluating and planning growing space based on needs and use
- Select1n° trees, plants, paving, etc., apnropriate to the site
and use )
- _Changing outdoor areas in accordance with changing capabilities
¢ - for care and maintenance H
" — Changing outdoor areas in accordance with cnanging use
- Evaluating plants, trees, shrubs, etc., before purchose for their
suitability to climate, 1ocation, growing conditions, etc.
- Determining the cost of implementing and;maintaining a given

landscape plan. .

’

This list.'is not-a complete description of the skills which a home
,horticuiturist may have acquired. The space below is provided for

you to list some of the other competencies which you have acqu1red
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Catal)’St NATIONAL NETWORK OF LOCAL RESOURCE CENTERS

ALABAMA

UNIVERSITY OF ALABAMA
Counseling Service

Building 1~ 2nd floor

-Unwversity Station- UAB

Bwmingham. Alabama 35294

(205) 934-5065

Monday-Frday. 830 am 10 500p m
Olticiat college oltce

Educational and career counselng. personal

and emotional counseling
Nc fees

ARIZONA

UNIVERSITY OF ARIZONA

Student Counseling Service

Oid Main |

Tucson. Anizona 85721

(602) 884-4458

Monday-Friday. 800 am to 12 00 pm
100pm 10500 pm. Tyes. Wed .
630 p.m 10 900 pm at Cortinuing
Educatonal Otfice

Othcial college oflice

Restncted 1o students

Educational and career counseling
and personal and marital counsenng.
continuing educalion courses

No fees.

CALIFORNIA

ADVOCATES FOR WOMEN, INC
256 Sutter, 6th floor
San Francisco. Calf 94108
.+ (415) 495.6750
Monday-Friday. 830 am 10 430 pm
Independent non-profit agency
Career counselng. job referral, placement
No fees. .

AMERICAN RIVER COLLEGE

College Opportunity Center

4700 College Qak Drive

Sacramento, California 95841

(916) 484-8391

Monday-Friday, 830 am o 4 00 pm
Othcial college ottice .
Educational and career’'counseling.
conlinuing education courses. Jjob referrai
No tees -

CALIFORNIA STATE UNIVERSITY.
SACRAMENTO :
Career Development & Placement Center
6000 J Sireet .
Sacramento, Cahf 95819 .
(916) 454-6231

Monday-Friday. 800 am 1o 5 00 pm
Othicial college office Resinicted .

to students and alumnae

Educational and career counselng. |ob
referral, placement "Continuing
educahion courses )

No fees

CA LlFORNlA (cont )

THE CENTER FOR ACHIEVEMENT PLANNING
251 S. Lake Avenue

Pasadena. Califormnia 91101

(213) 793-1752 .

Monday-Frnday. 800 am 10500 pm
Independent. private agency

Educationat and career counseling.

1ob referral

Fees vary

THE CLAREMONT COLLEGES
Special Academic Programs and
Oflice lor Continuing Education
Harper Hall 160

Claremont, Cant 91711

(714) 626-8511 Ex! 3660

Maonday-Frtiay, 900 am to-5 00 pm-
College-sponsored oflice .

Educationai and career counséiing, job referral,
conhnuing education courses

Registration fee

CREATIVE RESOURCES FOR WOMEN

601 Market Street A

San Diego. Califormia 92101

(714) 234-6493 )

Monday-Friday. 900am to

5.00 pm . by appontmr nt

Educational and career counseling.

job referral, continuing education

courses. personal financial amanagement Fees
vary

CROSSROANS INSTITUTE FOR CAREER
DEVELOPMENT

2718 Telegraph Avenue

Berkeley, Cahfornia 94705

(415) 848-0698

Monday-Friday, 900 am 10 5.00 pm
Independent non-profil agency
Educational and Career counseling

Fees vary

CYPRESS COLLEGE

Career Planning Center -
9200 Valley View Street

Cypress. Calf 90630

(714) 826-2220 Ext 221
Monday-Friday. 800 am 10400 p m
Monday-Thursday, 6 00 pmi 10900 pm
(Summer hours vary. check with CPC office )
College courses '

Job search assistance Child care for students
No fees

FOOTHILL COLLEGE

Continuing Education 1nr Women

12345 El Monte

Los Altos Hills, Cant 94002

(415) 948-8590 Ext 363

Monday-Friday. 1000 am to 300 pm

Off:cial college office

Educational and career counselng ob referral,
continuing education courses

No fees ' '

ANITA GOLDFARB

1834C Ventura Boulevard. #218

Tarzena. Callornia 91356

(213) 861-6760

Monaay-Friday. 930 am 10100 pm
Independent, private office

Educational and career counselng, class in
decision-making and confidence fraining
Fees vary

CALIFORNIA (cont)

LOS ANGELES vALLEY COLLEGE
Cenler for New Drections

5800 Fulton Avenue

Van Nuys. Calilornia 91401

(213) 78-3955

Monday-Fnday. 900 am o 300 pm
Ollical college ollice

Educatonal and career counseling,
iob refer1al, 1abor market information,
special wotkshops

Fees vary

MILLS COLLEGE

Center lor Career & Life Planning
Oakland. Cant 94613

(415) 632-2700 Ext 216
Monday-Friday 830 am to 500 pm
Official college ollice

Restncted to students and alumnae
Educaticnal and career counseling.
10b referral and placement

No ‘ees

NEW WAYS TO WORK

457 Kingsley Avenue

Palo Alto, Calt 94301

(415) 321-9675

Monday-Thursday, 900am 1oc 400 pm
Wednesday evening until 7 30 pm
Non-profit vocational resource

Career counseling, job referral,
speciahzing in new employmenl practices

RESOURCE CENTER FOR WOMEN

499 Hamilton Ave , Suite 204

Palo Allo. Calt 94301

(415) 324-1710

Monday-Friday. 900 am 1o 500 pm

Salurday. 900am 10100 pm

Independent non-profit agency

Educational. vocational ¢ unseling, employment
and inlormatiory relerral

SAN FRANCISCO STATE UNIVERSITY
Career Resources Center

1600 Holloway :

San Francisco, Catforma 94132

(415) 469-1761 .
Monday-Frgay, 1000 am 10500 pm
one evening a week

Oflcial coliege office

Educatonal and career counseling.
continuing educational courses. 1oh referral
Fees vary

SAN JOSE S1 ATE UNIVERSITY

Sludent Services Advisement Program

San Jose. Calt 95192 -
(108) 277-2189)

Monday-Thursday. 800 am 10 8 00 pm
Frnday. BODam 10500 p m

Ofheral college program

Educational and career counseling, continuing
education cowrses. relerral to other services
No fees

UNIVERSITY OF CALIFORNIA. BERKELEY
Women s Ceriter

T-9 Building

Bewteley. Callornia 94720

(415) 642-4786

Monday-Friday. 900 am 10500 p m
College sponsored office

Educanonal and career counseling. research
library

No tees

.
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CATALYST NATIONAL NETWORK OF LOCAL RESOURCE CENTERS

"CALIFORNIA (cont)

UNIVERSITY OF CALIFORNIA EXTENSION.,

 IRVINE

The Wormen's Opportuniies Center

Irvine, Call. 92664

(714) 833-7128 «

Monday-Friday 1000 am 1o 400 pm
College sponsored office

Educational and career counseling. conhnumg
educational courses

Fee $10 membetship

WOMAN'S WAY

412 Red Hill Avenue

San Anselmo, Calfornia 94960

(415) 453-4490

Monday-Fnday. 930 am 10 500p m
Independent non-profit organizahon

Support groups. caréer counseling.
pre-vocational counseling. continuing education
courses. job referral

Fees vary

COLORADO

BOULDER COUNTY WOMEN S RESOURCE
CENTER

2750 Spruce Street

Boulder. Colorado 80302

(303) 447-9670

Monday. Tuesday. Thursday. 900 am o
900pm.

Wednesday. Fnday. 900 am t0c 500 pm
Independent. nonprofit office '
Career counseling. continuing educahon
courses, job referral and placement
Emergency housing. programs and workshops
No fees

VIRGINIA NEAL BLUE CENTER

FOR COLORADO WOMEN

COLORADO SPRINGS BRANCH

25 North Spruce Street

Colorado Springs. Colorado 80905

(303) 471-317,

Monday-Friday, 800 am 1o 5:00 pm
INdepenaent govemment funded agency.

non-profit EJucalionat and career counseing. lob

Referral and placement No fees
i

CONNECTICUT

ALBERTUS MAGNUS COLLEGE

Lite Career Development Cenrter

700 Prospect Street

New Haven. Connecticut 06511

(203) 777-3363

Monday-Frnday. 900 am 10500 p m
OMcial college oftce

Educational and career counselng.

_ personal counseling. continuing educalion
" courses. referral and Slacement. special
workshops

Fees vary

CONNECTICUT COLLEGE®

Career Counseling and Placement

New London. Conn 06320

(203) 442-5391 ExI 218 -

Monday-Fnday, 900 am to 5 00 p m

O!cal college office

Educational and career counsehng. |ob referral,
placement

No fees

INFORMATION & COUNSELING SERVICE
FOR WOMEN

301 Crown Street. PO Box 5557

New Haven, Conn. 06520

(203) 436-8242

Five days a week by appointment only
Independent non-prolit agency

Career counseling. educaion and employment
information. job referr

Registration fees. tees for career evenls

 CONNECTICUT (cont:

CAREER AND EDUCATIONAL COUNSELING
CENTER.OF THE STAMFORD WYCA

422 Summer Street

Stamford. Conn 06901

(203) 348-7727

Monday-Fnday. 900 am 10 500 pm and by e

appointment

National organization

Educatonal and career counseling..adult
education courses. vocatonal counsehng. lesting.
resumes 7
Regisiration Fee : ',/

DELAWARE

McELROY & DOBAN. INC /
2807 Concord Pike ;
Wilmington. Del 19803

(302) 478-9390

Monday-Fnday. 8.30 am to 500 pm
independent private agency

Career counseling. job referral. resume
preparation. piacement

No registration fee ’
Placement fee individually negolialed

Ry

DISTRICT OF COLUMBIA

GEORGE WASHINGTON UNIVERSITY
Continung Education lor Women

2130 H Streel. NW . Suite 621-624
Washington, D.C 20052

(202) 676-7036

Monday-Fnday. 900 am to 500 pm Other
hours arranged

College sponsored

Group and Indwidual educational and career
counseling, credit and noncredit courses,
career-training programs. job referral. Day and
evening classes

. Fees vary

FLORIDA

STETSON UNIVERSITY \
Counseling Center

DelLand. Flonda 32720

(904) 734-4121, Ext 335

Monday-Frday. 830am t0430pm '\
Oftficial college office s
Educational and career counseling.

© centinuing education courses

No registration tee Other fees vary

VALENCIA COMMUNITY COLLEGE
Center for Continuing Educanon for Women
P O Box 3028

Orlando. Flonda 32802

(305) 423-4813

Monday-Friday. 900 am 10500p m
Independent non-proht organization

with Valencia Community College
Educatonal and career counsehng, adull
educanon courses, tesling

No fees

GEORGIA

KENNESAW JUNIOR COLLEGE

Oflice of Counseling & Placement

P.O. Box 444

Maretta, Georgia 30061

(404) 422-8770. Ext 203

Monday-Friday. 800am. o 500 pm,
Tuesday-Thursday. 800am. 10 830 pm
Oticiat college office Restricted to sludenls
Educatonal and career counseling. job relerral’
and placement. continuing education courses
No registration fee Other fees vary
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ILLIONIS

/’AFFIRMATIVE ACTION CONSULTANTS INC
PO Box93A
Whenhng, l'hnms 60090
(312) 453-8145
Monday-Saturday. Flexbte hours
Independent, privaie agency
Educational and career counseing
conlinuing education courses.
workshops EEO consultalions with
employers
No fees

APPLIED POTENTIAL

Box 19,

Highldnd Park. Il 60035

(312) 432-0620 '

Monday-Friday. 9C0am to 500 pm

Non-profit educational corporalion

Prolesstional counselors

Education:al. career and pessonal c0unsr

No registration fee Other fees es vary -
P

,mc&"c;’;\?aeens

37 South Wabash Avenue. Suite 703
-Chicago,lit. 60603

(312) 263-24B8 or 2514

Monday. Tuesday. Wednesday. Fnday 1030 am
0 230 p.m

Independent non-profit organization
Career Information Center Library
Job Development Project .

$15 Registration fee.

for three nonths ¢l service

MORAINE VALLEY COMMUNITY COLLEGE
Adult Career Resaurces Center

10900 South 88th Avenue

Palos Hilts. ll 60465

(312) 974-4300

Monday-Friday. 9:.00am to 500 p.m
Tuesday. Wednesday. Thursday. 9 00 a.m. to
900pm.

Oftficial college office

Educational. career and personal counseling
No registration fee

OAKTON COMMUNITY COLLEGE
Adult Career Resource Cenlev
7900 N. Nagle
Morton Grove, llinois 60053

*(312) 967-5120. Ext. 350
Monday-Fnday. 500am to 500 pm.
Evenings and weekends vary

. College sponsored.
Educational and career counseling.
testing.,and continuing educalion courses
Free counseling 10 district residents,
other tees vary

SANGAMON STATE UNIVERSITY
Adwising and Counseling Cenler
. Spningfreld. linois 62708
(217) 786-6600
Monday-Friday, 9:00am to 500 pm
Oftficial college office Restricted
1o students
Educational and career counseling
K‘)b referral and (ob placement
o tees

SOUTHERN ILLINOIS UNIVERSITY
AT EDWARDSVILLE
_ General Studies Division
Edwardswille. lll. 62025
(618) 692-2242
Monday-Friday. 800 am to 500 p m.
College sponsored office.
Educational and career counseling, continuing
educalion courses. Women's awareness and
personal effectiveness training
No fees for counseling
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CATALYST ‘NATIONAL NETWORK OF LOCAL RESOURCE CENTERS

ILLINOIS (coni}

UNIVERSITY OF ILLINQIS
URBANA-CHAMPAIGN

Office lor-Wornen's Resources and Services
346 Student Services
610 East John Sireet
Champaign. Il 61820
(217) 333-3137 N
Monday-Friday, 800 am to 500 pm
Otficial college office

Educationat and career counseling
Na fees

© WOMEN'S EMPLOYMENT COUNSELING
CENTER
YWCA :
40 Easl Main Street

. Champaign, llinois 61820
{217) 344.0721
‘Mofiday-Friday. 300 am 1o 500 p
Independent. nonprolit office
Educational and career counseling, jobs¢lerral
and placement . -
No fees

WOMEN S INC ’

15 Spinniog Wheel Rd . Suite 14

Hinsdale. Il 60521

(312) 325-9770

Manday-Saturday: 900 am 10 900 pm
Independent private agency. :
Educational and career counseling, job relerral
and placement

No registration tee  Other tees vary

INDIANA

BALL STATE UNIVERSITY

Student Services

Ofnuce ol Admissions

Muncie. indiana 47306

(317) 285-4248 :
Monday-Friday. 800 am to 500 p m
Othicial college oltice EHucational
and career counseling, cenlinuing
education courses, {abor market in-
formation, consulting, special
workshops

No lees

INDIANA UNIVERSITY
-, Cenlinuing Education lor Women
Owen Hail :
Bloomington. Indrana 47401
(812) 337-1684
Monday-Friday, 800 am 1o 500 pm
Official college otfice
Educational and career counsehng. conlihuing
education courses -
Fees vary

INDIANA UNIVERSITY/PURDUE UNIVERSITY /
Counseling and Academic Development Division;
2101 Colseun Boulevard E as| '
Studeni Union, Room 113
Forl Wayne, Indiana 46805
(219) 482-5393
Monday-Fnday. .3 00 am-1o 12 00 noon
100pm t0500pm: ,
College sponsored office
Educational and career counseling. continuing
educalion courses, job referral
Fees vary .
INDIANA UNIVE RSITY/
PURDUE UNIVERSITY
. AT INDIANAPQLIS )
Continuing Educaton Center for Women
1301 Easl 38th Street -
Indianapohs Indiana 46205
(317) 923-1321
Monday-Fnday, 8.00 am 16 5 00 pm
Evening hours available by appomtment
«Ofthcial college office :
Educatonal and career counselng.
personal growth. awareness and support courses
Fees vary Siding scale for counseling

PURDUE UNIVERSITY

Universily Cenler tor Women .

2101 Coiiseum Bivd East

Fort Wayne. Indiana 46805

(219) 182-5527

Monday-F-iday. 800 am to 1200 noon
College sponsored office

Educalional and career counseling. continuing
education courses. [ob referral

Fa0s vary

-$1 MARY S COLLEGE

Career Development Cenler

Notre Darne. Indiana 46556

(219) 284-4431

Monday-Friday. 900am 10500 pm
- Othcial college office -

Restricted 1o students and alumnae .
Educational and career counselng

No tees

WOMAN ALIVE! INC

YWCA

2¢9 Ogden Sireet

PO Box 1121

Hammond, Indiana 46325

(219) 931-2922

Wednesdays (or by appointment)
Independent non-prolit agency
Educational and career counseling.
continuing. education workshops
Fees vary

IOWA

DRAKE UNIVERSITY

Job and Education Refetral Cenler

2700 Urwversity Avenue

Des Moines, lowa 50311

(515) 271-2181 .
Monday-Fnday, 800 am 10500 pm

Official college office : .

Women’'s Community and Life Planning Center
Edutational and career counseling. continuing
education courses.

No fee for individual counseling

Fee for group sessions

UNIVERSITY OF IOWA

Unwersity Counseling Cenler

lowa Memorial Union ,

lowa City, lowa 52242 .
(319) 353-4484. _

Monday-Fniday. 8.00 am 1o 500 pm
College sponsored office N

i Educational. vocational and personal counseling
", Fees vary for non-students

WOMEN'S WORK

820 First National Buitding -
Davenpor!, lowa 52801

(319) 326-6249 ’
Monday-Friday. 900 am to 4 00 pm
Independerit, privale agency
Aflrmative aclion employmenl recruling and
placement -

Job counselng

Employer paid placement lees only.
Counseling fees vary A

KANSAS

UNIVERSITY QF KANSAS

Adull Life Resource Center

Dwision of Continuing Education

lLawrence, Kansas 66045

(913) B64-4794

Monday-Frnday, 800 am 10500 p m

Alter hours by appoiniment

College sponsored

Educational and career counseling. .
conlinuing education Adult Life

Cycle Workshop Free Inward WATS information
service for Kansans .
1-800-532-6772

Fees vary

MARYLAND o

"BALTIMORE NEW DIRECTIONS FOR WOMEN-

2517 N. Charles Sireet,

Balimore, Maryland 21218

(301) 383-8570 e
Monday-Thursday, 10.00 am.t0 200 p m
Non-profit privale agency- .
Educalional and Gareer counseling.
continuing educalion courses. |0b
relerral, placement. Information cenler

No fees

COLLEGE OF NOTRE DAME OF MARYLAND
Confinuing Education Center

4701 N Charles Street

Baltrmore, Maryland 21210

(301) 435-0100 -

Monday-Friday. 9.00 a.m to 4 30 pm
College sponsored

Educational and career counseling.
continuing education courses. weekend .
college. job referral

Feus vary

MASSACHUSETTS

.CIVIC CENTER AND CLEARING HOUSE. INC

14 Beacon Street

Boston, Mass. 02108

(617) 227-1762

Maonday-Friday. 10:00 a.m. to 400 p m
Independent non-profit agency

Educational and career counseling, job
information and referral.

$15.00 fze for consultation of the Career and
Vocational Adwvisory Service

MASSASOIT COMMUNITY COLLEGE

The Center for Women at Massason

290 Thatcher Streat

Brocktan, Massaciwusetts 02402

(617) 588-9100, Ext. 136 .
Tuecday and Wednesday, 10:00 a.m. to 3.00 p m.
Tuesday. 607 pm 10800 pm

Thursday, 7.00 p.m. to 9:00p m

College sponsored office.

Educational, career and personal counseling
ard continuing education courses *

Fees vary

MIDDLESEX COMMUNITY COLLEGE
‘Widening Opporunily Research Center
Division of Continuing Education

P.O. Box T

Bedford, Mass. 01730

(617) 275.1590

Monday-Friday, 9:00 am 10 2:00 p m
College sponsored office  *
Educational and career counseling, continuin
education courses. .

Fees vary.

RESOURCE CENTER FOR
EDUCATIONAL OPPORTUNITIES

19 Font Hills Streel

Hingham, Massachusells 02043 .

(617) 749-7445 K
Monday-Friday, 930 am lo 1130 am,
Wednesday and Frnday, 300pm 10400p m
and by appointment.

Branch action project ol American Association
ol University Women. Educational and career
counsehng, continuing education courses

No fees - !

SMITH COLLEGE .

Vocational Office

Pierce Hall .
Northampton, Mass 01060

(413) 584-2700

Monday-Friday. 830 am 10430 p m
Official college ofhice

Educalional and career counseling
No fees '
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CATALYST NATIONAL NETWORK OF ‘LO(.T\ﬂL-rrRESOURCE CENTERS

MASSACHUSETTS (cont)

WHY NOT? PROGRAM
YWCA
2 Washinglon Slreet
Wo- .ester. Mass 01608
(617) 791-3181
. Monday-Frday, 900am tc 530 pm
National organization
Educational and career counseling. assertive
training. personal growth groups
‘Fees vary

WOMEN'S EDUCATIONAL
- & INDUST3IAL UNION

Career Seg wices

356 Boylst n Street

Bosion. M. 35 02116

{617) 536-5651

Monday-Fniday. 900 am 10500 p
Independernt non prott agency

Career counseling. |ob reterral and placement
No registration tee Placement lees vary

MICHIGAN

EVERY WOMAN S PLACE

942 Terrace Sireet

Muskegon Michigan 49440

(616) 722-4811

Monday-Friday. 900 am 10500 p m
Independent nonproht agency
Educational and career counseing
job referral and placement

No fees

MACOMB COUNTY COMMUNITY COLLEGE
women's Resource Cenler
14500 Twelve Mile Road
Mt Clemens Michigan 48093
(313) 779-7417
Monday-Frnday 8 30 arn lO 00 p.m
. Othicial college otfice. -
Educational ana career r0unse|mg
conlinuing educalion conrses
Fees vary

MICHIGAN TECHNOLOGICAL UNIVERSITY
Center tor Conbnuing Educalion

Houghton, Mich 49931

Monday-FrJay. 800 am to 5 00 pm
Ofticial college office

Educatonal and career counseling. conhnumg

educalion courses
No registration lee Other tees vary

"

MONTCALM COMMUNITY COLLE GE
Area Guidance Center

Career Guidance Model

Sidpey, Michigan 48885

(517) 328-2111

Monday-Friday. 800am to 5 UO pm
Evernmngs by appontment

College sponsored otfice

Education and career counseiing

No fees

C S MOTT COMMUNITY COLLEGE
Guidance Services and Counseling Division
1401 Easl Court Street

Fhint, Michigan 48503

(313) 235-7541, Exl 623
Maonday-Thursday. 800 am 108 30 pm
Frnicday. 800 am to430pm

Othcial college nthce

Educalional and career counseting

job reterral and placement, heaith
counsehng and vocational teshing
Continuing education courses

314 00 for 16 two-hour sessions

NORTHERN MICHIGAN UNIVERSITY
Wornen's Cenler for Contiruimneg Education
Marquette, Michiga:n 49855

(906) 227-2219

Monday-Friday 830am 10 430 pmn
Ofhcial college othee

Eaucational and career counselng. job
referral continuing education courses.
Fees vary

M|CH|GAN (conl )

OAKLAND UNIVERSITY -
Conbinuum Center lor Adult Counsehng and
Leadership Training

Rochester. Michigan 48063

(313) 377-3033

Monday-Frniday. 80C am 10 500 pm
College athhaled’

Personal. educational and career counselng
conlinuing educalion courses

Fees vary

- WESTERN MICHIGAN UNIVERSITY

Center lor Women's Services

BG 19 Elisworth Hali

Kalamazoo, Michugan 49008

(616) 383-6097

Monday-Friday. 800 am 10300 pm

Ottcial college olfice

Eclucatonal and career counseling. conlinuiny
educanhon courses

Fees vary

WOMEN'S RESOURCE CENTER.

226 Boslwick M E

Grand Rapids. Michigan 49503

(615) 456-7571

Monday. 900am 10800 pm
Tuesday-Fuday. 930 am to 500 pm
Independent non-profit agency
Educantonal and career counseling
|1ob referral

Fees vary

MINNESOTA

HAMLINE UNIVERSITY

Career Sludies and Placement Center
1536 Hewill Avenue

St Paul, Minnesota 55104

(612) 641-2302

Monday-Friday. 815 am. 10430 pm
Ofticial college office Restricted |,

to alumnae and students ot Hamlme
Educational and career counseling,
job relerral and placement

No fees

SOUTHWEST STATE UNIVERSITY
Personal Developmert Center
<68 CAB

Marshall Minnesota 56258

(507) 537-7150

Monday-Friday. 800 am 10430 pm
Evening schedule vanes

Ofhcial cotiege ofhce

Educalional and career counseting.
1ob relerral and placement,
conbinuing edw cation courses
Placement fee only

UNIVERSITY OF MINNESOTA
Minnesota Women's Cenler

306 Walter Library {

Minneapolis, Minnesota 55455

(612) 373-3850

Monday-Friday. 745 am 10 430 pm
Ofncial college office .

Educalional and career counseling
No fees

MISSISSIPPI

MISSISSIPPI STATE UNIVERSITY
Placemenl and Career Intormation Cenler
Drawer P

Mississippi State. Mss:ss:pps 39762
(601) 32£-3346

Monday-Frnday. 800 am 10500 pm
Olticaal coliege office

Educatonal and career counseling.
{ob referral.and placement labor
market m’rorrnallon special workshops
No fees .

\

MISSOURI \
|

UNIVERSITY OF MiSSOURI. KANSAS CITY

The Women's Resource Service

5325 Rackhil Road,

Kansas City. Missoun 64110

(816) 276-1442

Monday-Fnday, 1000am 1o 200 pm.

Ofkcral college office

Educational and career counseling, |ob referrals,
conhnuing education Courses .

No l2es

UNIVERSITY OF MISSOURI. ST LOUIS
Extension Division—Women s Programs

8001 Naturar Brnidge Road

St Louis. Missoun 63121

(314) 453-8951

Monday-Friday, 800 am to 500 pm

Official college office

Educatioral and career counseling. adult educa-
tion courses. hmited job referral

No registration tee Other fees vary

WASHINGTON UNIVERSITY

Continuing Educatio’ for Wornen

Box 1099

St Lows, Missoun 63130

(314) 863-0100. Ext 4261

Morday-Friday, 830 am 1o 500 pm

Olhcial college office

Educational and career counseling, continuing
education courses. credit and non-credil
Fees vary

MONTANA

MONTANA STAT. UNIVERSITY

Focus on Wormea::

211 Montana Hall

Bozeman, Montana 59715

(409) 994- 3381

Monday-Friday. 800 am 10 500 p m
Otficial college office

Educalonal and career counseling,
personal counseling, essertiveness
trrairing, continuing eg.xcation courses.
relerral and placement, special workshops
No fees |

NEW JERSEY

ADULT SERVICE CENTER

9 Waughaw Road

Towaco. New Jersey 07082
(201) 335-4009 335-442

Mon . Jues . Thurs, Fn
900amtoi00pm
Wed,700pm to 1000 pm
Independenl ncnorolit agency
Community E.ducation Program
Educational and career counseling,
continuing educalion courses
No fees ,

BERGEN COMMUNITY COLLEGE
Commumlé Counseling Service

295 Main Street

Hackensack. N J. 07601

(201) 489-1556

Monday-Fnday, 900 am to 500 p m
Evening hours by appointment
College sponsc' 2d office

Educational and career counseling. adull
educahion courses

No fees

CALOWELL COLLEGE

Career Planning and Placement

Caldwell. NJ 07006

(201) 228-4424. Ext 60

Monday-Fniday, 900 am t0 430 pm
College-sponsored office

Educational and career counseling. hmited job
referral

No fees
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NEW JERSEY (cont)

DOUGLASS COLLEGE
.Douglass Advisory Services for Women
Rutgers Women's Center

132 George Street -

New Brunswick. New Jersey 08903
{201) 932-9603 .
Monday-Fniday, 900 am to 12 noon.
1.00pm 10 4.00pm

Educational anu career counseling

No fees "

DREW UNIVERSITY
Career Planning and Placement Cenler -
Madison. New Jersey 07940

(201) 377-3000

Monday-Friday. 900 am to 500 p m
Oiticial college office

Educational and career counseling.
continuing education courses. job
referral and placemenl

No fees

FAIRLEIGH DICKINSON UNIVERSITY
Center for women

Madison Avenue

Madison. New Jersey 77940

(201, 377-4700. Ext. W77

Monday-Friday. 9:00 a m 10.500 p m.
College sponsored.

Educational and career counseling,
continuing education courses. job referral
No fees :

JERSEY CITY STATE COLLEGE
The Women's Cenler
70 9ﬁdubon
JesSey City. New Jersey 07305
g{)i) 547-3189 ’ s
onday-Friday. 900 am. to 5.00 p m.
Official college office
Educational and career counseling.
conhinuing education courses
o lees

JEWISH VOCATIONAL SERVICE

454 William Street

East Orange. NJ 07017

(201) 674-6330 .

Five days. thirty-seven hours

Independent. ncn-profit office .
Educational and career counseling. job referral
and placement

Fees vary

KEAN COLLEGE OF NEW JERSEY
Eve

Administration Buiding
Union, N J 07083
381()152;2210 80 0

nday-Fnday. am1430pm ’
College sponsored o
Educatonal and career-counsehng. job hsiings
No registration lee Olner lees vary

MONTCLAIR STATE COLLEGE
Women's Center-

Upper Montclair, NJ 07405

(201) 8935106 °

Monday-Frday. 830 am 10430 pm
Evenings by appointmen ,
College-sponsored ollice

Educational and career counsekng
No lees. except lor some workshops

REACH INC

Box 33 .

Convent Staton. Ny 07961

(201) 267-2530

Monday-Friday. 900 am 1o 12 00 noon
Independent no:-prolt othice

Educational and carecer consghng. job referral
Fees vary Ve

CATALYST NATIONAL NETWORK OF LOCAL RESOURCE CENTERS

NEW JERSEY (cont)

RUTGERS UNIVERSITY .
Counseling and Career Development Center
53 Washington Streel

Newark. New Jersey 07102

{201) 648-5312, 5313

Monday-Fnday. 830 a.m. to 4.30 p.m
Otticial college oftice. Career and

personal counseling. placement, intern- .
shipe, part-lime/job sharirlg placement,
special worksheps'

Mo fees .

THE PROFESSIONAL ROSTER

5 lvy Lane

Princeton, N.J. 08540

(609) 921-956

Monday-Friday, 10:00 am. 10 .00 pm
Independen|, non-profit organization

_ Educational and career counseling, job referral.
" No lees

NEW YORK

ACADEMIC ADVISORY CENTER FOR ADULTS
Turl Avenue .

Rye, New Y.k 10580

(914) 967-16:.3

Monday-Thursday, 9:00 am. to

4:00 p.m., some evenings.

Educational and career counsehng,

continuing education information

Fees vary. B

BARBRA HOLT ASSOCIATES, INC
527 Madison Avenue

New York, New York 10022

(212) 758-2906

Monday-Friday, 9.00 am. to 5:00 p.m.
Independent, private agency. ’
Educational and career counseling.
executive recruitment and search,

10b plarz2ment.

Fees vary

BARNARD COLLEGE

Placement and Career Planning Office

606 west 120th Street

New York, N.Y. 10027

(212) 280-2033 !

Monday-Friday. 9:00 am. to 500 p.'n.
Official college office Restricled to lumnae
Career counseling, job referral, placerrant.
Registration lee.

CAREER SERVICES FOR WOMEN. INC
382 Main Street

Port Washington. NY 11050

(516) 883-3815

Monday-Frnday. 900 am 10500 pm
'ndependent non-profit agency
Educalional and career counseling.

1ob referral

Fees vary |

HOFSTRA UNIVERSITY
Counseling Center
Hempstead. New York 11550
(516) 560-3=7~

Monday-Fny-  ~00am 10500 pm
Monday & Tau: 1ay, 6.00 pm to 10 00 pm
Ofhicial college « “ce.. ’

Educational and  catonal counseling.
testing. continuing education courses

Fees vary

HUNTER COLLEGE

Career Counseling and Placement

Room 1601. 505 Park Averiue

New York. NY 10022

(212) 360-2874 :

Monday-Friday. 900 am to 500 pm
Ofticial college ollice Restricted 1o alumnae
Career counsrling, 1ob reterral, placemenl
No fees

lien Morse Tischman Memonal Seminars.
career counseling workshops Not restrcted
to alumnae Fee

-

L
NEW YORK (cont) : : .
KINGSBOROUGH COMMUNITY COLLEGE
Office of Career Counseling and Placernent
Brooklyn, New York 11235
(212) 934-5115 .
Monday-Friday, 8:00 a.m. to 5.00 fr.m
Official college office,
Educational and career co inseling,
job referral and placement.
No fees.

JANICE LaROUCHE ASSOC.

Career Workshops for Women

333 Central Park West

Nere York, N.Y. 10025

(2i2) MO 3-0970 .
Monday-Saturday, 9:00 a.m. to 5:00 p.m.
Independent nrivate a ency..

Career counseling and asseriveness training.

. No registration fee. Other fees vary.

RINGSBOROUGH COMMUNITY COLLEGE
Ottice of Career Counseling and Placement ]

- Brooklvn:New York 11235

(212)934-5115

Monday-Friday, 8:00 a.m. 10 5:00 p.m.

Official college office,

Educational and career counseling,

ﬁb'relerral and placement.
o fees.

MARYMOUNT COLLE GE

Career Development Office

Tarrytown, New York 10591

(914) 631-3200 .
Monday-Friday, 9:00 a.m. to 5:00 p.m.
Otticial college office. .

Career counseling, conlinuing education
courses. Referrzl and job placement

for sludents and alumnae only.
Counseling fee.

MERCY rOLLEGE

Career C.wnseling & Placement Office
555 Broat ~ay .

Dobbs Ferry. N.Y. 10522 ¢
(914) 693-:4500

Monday-Friday, 9:00 a.m. to 5:00 p.m.
Evenings by appointment.

Official college office.

Career counseling

Fees. o

MORE FOR WOMEN, INC.

52 Gramercy Park No.

New Yoik, N.Y. 10010

(212) 674-4090 i

Monday-Fnda&/, 9:00 a.m. 10 900 p.m.
Saturday, 9:00 a.m. to 4:00 p.m.

Independent private agency .
Educational and career counseling, workshons.
Fees vary. -

NEW SCHOOL FOR SOCIAL RESEARCH
Human Relations Work-Study Center

66 West 12th Street -

New York. New York 10011

(212) 741-5684, 5, 6

Monday-Friday. 9 00 am 1o 5:00 p.m.

Official college office

Educational counseling. continuing education
courses. Special lraining for human services
Fees var,.

NYCTI S EDUCATIONAL & CAREER
HEADCIUARTERS

225 Pa‘k Avenue South. Suite 505
New York, New York 10003

(212) 677-3800, 04, 05 ’
Monday-Friday, 9.00 am to 5.00 pm
Non-orofit organizahion

- Educational and career counseling,

continuing education courses
No lees.
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CATALYST NATIONAL

ETWORK OF LOCAL RESOURCE CENTERS

NEW YORK (cont)

ORANGE.COUNTY COMMUNITY COLLEGE
Women's Program

Ottice of Community Serv:ces

115 South Streel

Midgletown. N.Y. 10940

(914) 343-16".

‘Monday-| Frlday 9:00-am. to 500 p.m

Otne i college office

Educational counseling. continuing educallon

courses
Fees vary

PACE UNIVERSITY
NEW DIRECTIONS FOR WOMEN
Monday-Friday, 9.00 a.m 10 5:00 p.m.
Educational counselng.

. Nolees

Pleasantville Campus
Bedford Road

Pleasantville, New York 10570
(914) 769-3200, ext. 224.

New York Campus
Pace Plaza

New York, N.Y. 10038
(212) 285-3688

PERSONNEL SCIENCES CENTER
52 Vanderbilt Avenue
(opp. Pan Am Building)

. New Ycrk, New York 10017
(212) 684-5300
Monday-Saturday, 9:00 a.m. t0 500 pm
Independent private agency
Educational and career counseling
Fees vary

' t
REGIONAL LEARNING SERVICE OF
CENTRAL NEW YORK
405 Oak Street
Syracuse, New York 13203
(312) 425-5262
Monday-Fnday, 9.00 a.m. 1o @ 00 pm.-
Independent non-profit agency
Educational and career counseling, -
educational courses. ’
Hteslrallon fees vary

RAUTH SHAPIRO ASSOCIATES

Career Develoment and-Sel-Marketing
Workshops + . .

200°East 30th Street

New York, New York 10016

(212) 885-4284 - :
-Monday-Saturday, 9 00 a.m. to 5.00 p.m.
Monday and Wednesday evening groups
Independent. private agency Workshops,
iridividual career counseling, testing.

Iree job referral.

Fees _vary.

'SUNY AT BUFFALO

University Piacement and Career Guidance
Hay es Annex "C" Room 6

3435 Main Street

Butfalo. New York 14214

(716) 831-5291 ~ »

Monday-Frday, 830 am. te 500 pm
Ofthicial college office

Educatonal and caregr gbunseling.

ob relerral and olacemant

SUNY AT STONY BROOK

Mid-Career Counseling Center

166 Humanities

Stuny Brook. New York 11794

(516) 246-3304

Monday-Friday, 9:00 a.m to 800 p.m
Official college office

Educational and career counseling.
continuing education courses

Fees vary .-

NEW YORK (cont)

SYRACUSE UNIVERSITY/UNIVERSITY COLLEGE

women's Center.for Continuing Education
610 East Fayette Street

Syracuse, N Y. 13202 .

(315) 423-3294

Monday-Friday, 900 am to 500 pm

College sponsored office

Educational and career counseling, continuing
education courses

No tees

VASSAR COLLEGE

Oftice of C wreer Planming

Ppughkeupsie, N Y. 12601

(914) 452-7000

Monday-Friday, 8. 30a mto500pm.
Olhmalcollegeolhce Restrictedto alumnae
Educational and career counseling, job referral,
placement Nofees.

WOMEN'S CAREER CENTER. INC
121 North Fitzhugh Street
Rochester, New York 14614

. (716) 325-2274

Monday, Tuesday, Wednesday, Frday. )
1000 am. to 2:00 p.m.

Tuesday, Thursday, 5:30 p m. 10 9:30 p.m.
Independent, non-profit office. -
Educational and career counseling,

job referral. special workshops.

Fees vary.

WONDERWOMEN EMPLOYMENT, INC

3 Johnson Park

Butfalo, New York 14201

(716) 855-1327

Monday-Friday, 10.00 a.m. to 4 00 pm
{ndependent, private agency.

Career counseling. job referral, job placemenl
Placement fees flexible.

NORTH CAROLINA

DUKE UNIVERSITY

Office of Continuing Education

107 Bivins

Durham, N.C. 27706

(919) 684-6259

Monday-FridZ~ 8:30 a.m. to 5:00 p.m.

Official college ~tice

Educational and career ce nseling, conllnumg
education courses.

No registration fee.'Other fees vary.

MEREDITH COLLEGE

Career Planning Center

Raleigh, North Carolina 27611

(919) 833-6461, Ext. 341

Monday-Friday, 8:00 a m. 10'5:00 p.m.

Official college office. Restricted to alumnae
Educational career counseling. job referral
and placement, continuing e ucabon courses
No fees

SALEM COLLEGE

Lifespan Centar e
Lehman Hall, Box 10548, Salem Station
Winston-Salem, iN.C. 27108

(919) 723-7961

Monday-Friday, 8:30 a.m. 10 4:30 p.m

College sponsored office.

Lifespan planning, educational and vocational,
personal and sccial conseling

Fees vary.

‘OHIO

CENTER FOR CONTINUED LEARNINT
194 S. Main Street

Bowling Green, Ohio 43402

{419) ~72-0363

Monday-Friday, 9:00 a.rh to 500 p.m.
Coliege sponsered offica

Education and career counseling,

adult education courses

Fees vary

NG registration fee.

OHIO (cont)

CLEVELAND JEWISH VOCATIONAL SERVICE
13878 Cedar Road

University Heights, Ohio 44118

(216) 321-138}

Monday-Friday. 9:.00 am to 5:30 p.m
Thursday, 9:00 am to 6:40 pm.

Independent non-prolit agency

Ecucational and career counsehng,

job referral, placement.

Llo registration fee. Other fees vary.

CUYAHOGA COMMUNITY COLLEGE
Project Eve
2900 Communtty College Avenue
Cleveland, Ohio 44115
&16) 241-5066

onday-Friday. 9:00 am. t0 5:00 p.m.
Community service. College sponSOred ofhice.
Individual educational and career counseling, no
tee. Group series and programs.
Fees vary.

UNIVERSITY OF AKARON

Otfice of Student Services

Akron, Ohio 44325

(216) 375-7909

Monday-Friday, 8:00 a.m. to 5:00 p.m.
Educational and career counseling, litespan
planning, job referral, placement.

WOMEN'S CAREER DEVELOPMENT CENTER . »
1040 East Monument Avenue

Dayton, Ohio 45402

(513) 223-6041

Monday-Friday. 8:30 a.m. to 5:00 p.m.

Coliege sponsored and governmem agency.
Educational and Career counseling,

job referral and placement. Specaal

workshops.

No fees.

OKLAHOMA

WOMEN'S RESOURCE CENTER, INC.
207% East Gray

P.O. Box 474

Norman; Oklahoma 73069

(405) 364-9424

Monday-Friday. 9:00 a. m. to 4:00 p.m.
Independent non-profit agency. -

- Educational and career counseling, ¢

job referral and placement.
$0-$10 sliding scale.

PENNSYLVANIA

CEDAR CREST COLLEGE

Career Planning Office

and Women's Center -

Allentown, Pa. 18104

(215) 437-447

Monday-Friday, 8:30 a.m. to 4:.30 p.m.
Official college office and community
center

Fducational and career counselmg
continuing education course.,, job
referral; alumnae placement.

No fees tor alumnae; olher fees vary.

INSTITUTE OF AWARENESS
YM-YWHA

401 South Broad Street . -
Philadelphia, Pa. 19147
(215) KI 5-4400

Monday-Friday, 9:00 a.m. to 5:00 p.m.
Independent non-profit agency.

Adult education courses, special work-
shops. trainihg programs .

Fees vary.

JOB ADVISORY SERVICE
Chatham College .
Pitsburgh, Pa. 15232 .
(412) 441-6660, Ext. 256. :
Monday-Thursday 1000 a.m. to 2: 00 p.m.
Independent non-profit office.

Job counseling and referral; wotkshops.

() “TVISED APAIL. 1977

ERIC

Aruitoxt provided by Eic:

.I6

Page 6



CATALYST NATIONAL NETWORK OF LOCAL RESOURCE CENTERS

VIRGINIA

CAREER PLANNING DIVISION
Psychological Consultants, Inc.

1804 Staples Mill Road

Richmond, Virginia 23230

(804). 355-4329 ’
Monday-Saturday, 8:30 am.10515p m
Independent private agency ’
Educational and career counseling

No registration fee Other fees vary.

TENNESSEE

SCARRITT COLLEGE

Center of Women's Studies '

1008 19th Avenue South”

Nashville, Tennessee 37203

(615) 327-2706. Ext 352

Monday-Frnday. 800 am to 4 30 pm

Oflicial college office

Life-planning. counseting for women in transition.
displaced homemakers Molivation counsehng ‘or
under or unemployed :

Educational and career counseiing.

conhinuing educalion courses. wOrkshops

No fees excep! modest fee for some workshops

PENNSYLVANIA (cont )

OPTIONS FOR WOMEN

8419 Germantown Avenue

Philadelphia, Pa. 19118

(215) CH 2-4955

Mondav-Friday. 9.30 am to 500 p.m.

Evenings and Saturdays..Career Development
Work shops for employed women.

Independent non-profit agency

Educatonal and career counseling. job .
placement Educational and business consulling,
management awareness and career development
seminars Affirmative action consulting Special
programming for profit. non-profd and government
organizations

No registration fee Other lees vary

HOLLINS COLLEGE

Career Counseling Center

Hollins College, Virginia 24020

(703) 362-6364

Monday-Friday, 9:00 a.m. 10 430 pm

SWARTHMORE COLLEGE

Office of Career Counseling & Placement
Swarthmore, Pa. 19081
(215) K| 4-7900
Monday-Thursdar. 9:30 am. 10 300 pm
Official college olfice.

Educational and career gounseling, job referral

placenient.
No fees

TEMPLE UNIVERSITY

Care2r Services/Conlinuing Education for Women

Mitten Hall -
Philadelphia. Pa 19122
Monday-Friday. 8:30 a.m. 1o 4.30 p m.
Callege sponsored offices - ’
(¢' 5) 787-7981 - Career Services
Career counseling

No couriseling fee.

(215) 7877602 - Continuing Education
Educationa! counseling, continuing
educalion courses

No registration fee

UNIVERSITY OF PENNSYLVANIA
Resources for Women

~~.112 Logan Hall

Philadelphia. Pennsylvania 19174

(215) 243-5537 . .
Monduay-Friday, 930 am to 12:30 p m.
Career counseling center, no-fee job

placement. resume help hfe-planning workshops

VILLA MARIA COLLEGE
Career Counseling Center for Adult Women
2551 West Lake RHoad

Erie, Pa. 16505

{814) 838- 1966

Monday-Freay, 9:.00 am to 4:00 p.m
Otticial college office - Community Service .

Educational and career counseling, job referral,

personal effecnven‘ess workshops.
Fees vary. k

"WILSON COLLEGE -

Office of Career Planning and Pla.  ent
Chambe:sburg. Pennsylvamia 172¢"
{717) 21°1-4141 .
Monday-Friday. 9.00 a.m. 10 500 p.m.
Ofttiuial college office.

Educational and career counsehng,

job referral and placement

No fees

SOUTH CAROLINA

CONVERSE COLLEGE

Women's Center

Spartanburg, South Carolina 29301

(803) 585-6421

Monday-Friday. 8:00 a.m. to 5:00 p m.
Official college office ) v
Eaucational and career counseling,

job relerral, placement

~ees vary. Free 1o students and alumnae ;

WOMEN'S SERVICE OF KNOXVILLE. INC
PO Box 384 .

Knoxville, Tennessee 37901

(615) 584-0092 -
Monday-Fnday, 900 am 10 2 00 pm
Independent, private agency

Educational and career counselng,
therapy. job referral

Fees vary .

TEXAS

FOSTER & WOOD ASSOCIATES, INC
3511 Cedar Spnngs Road

Dallas, Texas 75219
(214) 522-0560
Manday-Friday. 800 am. 10 500 pm
"Salurdays by appointment

'

“Independent, private agéncy.

Career counseling, assertiveness
fraimng, placement and recruttment,
consuling on affirmative action

and management.

No fees B

THE UNIVERSITY OF TEXAS AT AUSTIN
Services for Returning Students
Office of the Dean of Students
OId Speerh Building, #109
Austin, Texas 78712

(512) 471-1201

Monday-Friday, 8:00 a.m 1o 500 p.m
College sponsored office

Educational and c~eer counseiing
No fees.

THE UNIVERSITY OF TEXAS AT AUSTIN
Career Choice Information Center

Jesler A115 )

Austin, Texas 78784

(512) 471-1217

Monday-Fnday, 9.00 am 1o 5 00 pm
Otficial college office

Educational and career counseling
relerral/job placement

Interest lests, tees charged.

VOCATIONAL GUIDANCE SERVICE, INC
2525 San Jacinlo '

Houston, Texas 77002

(713) 1359-1800

Monday-Thursday, 830 am 1o 7 00 pm
Frnday, 830 a.m. 10 500 pm

Non-profit orgamzation.

Vocalional counseling and testing, career
development workshops for women. career

resourCe Cenler, |ob development and placement

for hard-to-employ persons
Fees based on a skding scale

WOMEN'S CENTER OF DALLAS

3107 Routh Street

Dallas, Texas 75201

(214) 651-9795 .

Monday, Wednesday. Thursday, 1000 a m 1o
300 p.m., Tuesday, 500 p m 10 9 00 pm
Independent non-profit agency

Career inlormation and counselng,

|ob referral, emnployabilty skill

training program. Personal counsetng.
individual and group -

Continuing education programs

Fees vary ’ «

Educational and career counseling
continuing education Courses.
Job referiral and job placement.

Fees vary

MARY BALDWIN COLLEGE .
Career & Personal Counseling Center
112 North New: Stree!

Staunton, Virgimia 24401

(703) 885-0811, Ext. 294 nr 333
Monday-Friday, 900 am. 10 1230 pm
Monday-Fnday. 1'30 pm 10 500 pm
College athated.olnce.

Educational and career counsehn
Fees vary :

VIRGINIA COMMONWEALTH UNIVERSITY
EVENING COLLEGE

901 wes! Franklin Street

Richmond, Virginia 23284

. (804) 770-6731

Monday-Friday, 8.30 a.m. 10 9:30 p m.
Saturday, 9:00 a.m. to 1:00 p.m

Ofticial University Otfice.

Educational counseling. reterral 1c
universily career and personal counseling
services, continuing educilion courses

WASHINGTON

INDIVIDUAL DEVELOPMENT CENTER. INC"
{1.D. CENTER) N

1020 East John Street

-Seattle, Washington 98102 v

(206) 329-0600

Monday-Friday, 9.00 a.m. to 4:00 p'm
Independent private agency.

Career and life decision counseling, career
development workshops lor company -and
government agenCy employees. awareness
seminars for managers and supervisors of-
women employees

UNIVERSITY OF WASHINTON
Career and Lite Planning

1209 NE 4151

Seatlle, Washington 98105

(206) 543.4262

Monday-Friday, 8 00 am Io500pm
Olficial college oliice

Educational and career counsehng,
testing, job information, Iree resume register
Counseling, testing, course tees vary
Scholarships avalable

\)""VISED APRIL 1977
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CATALYST NATIONAL NETWORK OF 'LOCAL RESOURCE CENTERS

WEST VIRGINIA

WEST VIRGINIA UNIVERSITY

Placement Service

.MountamnLar

Morgantown. West Virginia 26506

(304) #93.2221 - -

Monday-Frniday, 8.15 am. 10 500 pm
October through Apnl unti! 900 p m

Ofticial cotlege oltice

Educational and career counsehng, job relerral
QOptionat use

WYOMING

UNIVERSITY OF WYOMING
. Placement Service
P.O. Box 3195, University Station
Laramie, Wyoming 82071
(307) 766-2398 .
Mor.day-Frnday, 800 am 10 500 pm
Ofticial college office. rectncted to students
and alumnae
Educational:and career consulting. job referral
No tees -

-

Q VISED APRI, 1977
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APPENDIX C

DIRECTORY OF BROKERING PROGRAMS




S

‘Eastern Programs

Capital Higher Education Service
275 Windsor Street

- Hartford, Connecticut 06120
(213) 527-5261

Career Counseling Service

Ocean State Training Center
Building 808

Quonset Point, Rhode Island 02819
(401) 294-2150 .- ‘

Community College of Vermont

P.0. Box 81

Montpelier, Vermont 05602

(802) 828-2401 .

Educational Opportunity Center

Togram, : 9

Executive Office of Educational
Affairs '

18 Tremont Street .

Boston, Massachusetts -

(617) 727-7785

.

| Hudson Community College

Commission
26 Journal Square

‘Jersey City, New Jersey 07306
(210) 656-2020

New Jersey Education Consortium

228 Alexarder Street

Princeton, New Jersey 08540

(609) 921-2021

Pennsylvania ‘Adult Counseling
Program

Department of Education

Box 911

Harrisburg, Pennsylvania 17126

(717) 787-9602

Regents External Degree Program
Voluntary Advisory Network

99 Washington Avenue

Albany, New York 12230

‘Regional Continuing Education for

Women Program
Temple University
Broad and Montgomery
Philadelphia, Pennsylvania

19122
(215) 787-7602

~1
<

DIRECTQORY OF BROKERING.PROGRAMS

"Regional Learning Service of s

Central .ew York

- 405 0ak Street

Syracuse, New York 13203
(315) 425—5275

Thomas A. Edison College
Forrestal Road

Princeton, New Jersey 08540
(609) 452~ 2977

Women's Inner City Education
Resource Service Center

90 Warren Street

Roxbury, Massachusetts 02119

(617) 440-9150 )

Southern and Mid-Western Programs

. Chicago, )
©.(312) 939-3525, Extension 258

Center for Open Learning

Alabama Consortium for the
"Development of Higher Education

306 North Main

Demopolis, Alabama 36736

(205) 289 0177

Community Based Counseling for

. Adults
Of‘ice of Student Services
University of Wisconsin Extension
Lake Street
Madison, Wisconsin
(608) 263-2055 -

Creater Cleveland External Degree
Service

Cleveland Public Library

325 Superior Avenue, N.E.

Cleveland, Ohio 44114

(216) 621-5557'

Scheol for New Learning

- DePaul University

23 East Jackson Boulevard
Illinois 60604

Western Programs

Okanogan County Education Service
Wenatchee Valley College

Box 2058

Omak, Washington 98841

(509) 826-4901
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APPENDIX D

COLLEGES WHiICH ARE MEMBERS OF THE _
COUNCIL FOR THE ADVANCEMENT OF EXPERIENTIAL LEARNING
' (CAEL)




\

COUNLIL FOR THE ADVANCEMENT OF EXPERIENTIAI IEARNING (CAEL)

\
Institutional Members
ALABAMA - , [
. o ’ -
Birmingham So. College ‘
800 8th Avenue W.
Birmirigheam, Alabama 35204
(Attencion Neal R. Berte, President)
University of Alabama in Blrmlngham . ;//// \
University Station _ 1
Birmingham, Alabama_ 35294, - e x

(Attenticn John T. Anderson _ P
Director of Special Studies)

University of Alabama ) , ‘
P.0. Drawer CD T é;
University, Alabama 35486 N - v Y

" (Attention Bernard ‘Sloan . a SR -
Dean, New College) T ‘ /"

University of South Alabama
Mcbile, Alabama 36688
(Attentionlﬁoward M. Phillips
Vice President for Academic Affairs)

BRKANSAS \
University of Arkansas at Little Rock

Little Rock, Arkansas 72204

(Attentlon T. Harri Baker

: Director, Innovative Programs)

- Mississippi County Community College

P.O. Drawer 1109 P .

/Blytheville, Arkansas 72315 : \
(Attentlon Larry Carter) / T

Bast Arkansas Community College —

P.0. Box 1039 .

Forrest City, Arkansas 72335

(Attention Galen F. McBride .
. Dean of Academic Affairs) L /
ARIZONA ;

UP WITH PFOFLE _ \

3103 N. Campbell Avenue

Tucson, Arizona 85719

(Attention Jackson S. Hipps :

Director, Educational Programs)

O
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Northland Pioneer College
1400 North 8th Avenue
Holbrook, Arizona 86025

(Attention Marvin L. Vasher, President)
CALIFORNIA

Los Angeles Community College
2140 West Olympia Boulevard 310
Los Angeles, California 90006
(Attention William G. Thoras
Charicellor, c/o New Dimensions)}
PN |
University of California, Los Angeles i
Los Angeles, California 90024
(Attention Jane S. Permaul
Dean, Ex.erimental Educational Prougrams)

.California State University, Los Angelesg

5151 State University Drive

Los Angeles, California 90032

(Attention Thomas *. Graham : ,
Dean of Continuing Education and Innovative Programs)

Cerritos Community College
11110 E. Liondia Boulevard
Norwalk, Caliiornia 90650
(Attention Mrs. Qlive ¥ . Scott
Dean of Acaiemic Affairs)

California Stie College - Dominquez Hills
1000 East Victoria Street

Dominquez, California .90747

{Attention Barbara Chrispin)

Califcrn @ State University and College »
400 Golden Sh~re
Long Beach, * ‘'ifornia 90802

(Attention T d H. Provost

Dean, New Program Development and Evaluation)
The Consortium of California State University and CSlleges
400 Goldan .Shore
Long Beach, California 90802
(Attention Barrie D. Bortnick

Coord. Competency Assessment and Evaluaticn)

California State University, Long Beach
1250 Bellflcwer Boulevard
Long Beach, California 90840
(Attention Richard H. Wilde
Asc Vi:e President/Academic Affairs)

c-~y ,) '
L

{ L
O

ERIC

Aruitoxt provided by Eic:



La Verne College

1950 Third Street

La Verne, California 91750

(Attention Wayne L. Miller

' Dean, Undergraduate Sector)

University of California
San Diego
LaJolla, California 92093
(Attention Cory Carlson
Earl Warren College
U-022) /

National University
4141 Camino del Rio S.
San Diego, California 92108
(Attention Robert C. White
Assistant to the President)

Whitehead College of the University of Redlands
1200 E. Colton Avenue
Redlands, California 92375 _
(Attentien Gordor. Charles Atkins
Provost)

Orange Coast College
2701 Fairview Road
Costa Mesa, California 92626
(Attention J. E..Garmon
Associate Dean, Director, Career Center)

Coastline Community College

7112 McFadden Avenue

Huntington Beach, California 92647
(Attention Bernard J. Luskin)

Golden West College

15744 Golden West Street

‘Huntington Beach, California 92647

(Attention Donald L. Randol
Registrar)

Chapman College
333 N. Glassell
Orange, California . 92666
(Attention Bert C. Williams
Dean, Undergraduate Studies)

Santa Ana Ccllege
17th Street at Bristol
Santa Ana, California 92706
(Attenticn Richard J. Sneed
Vice President, Academic Affairs)

183
ERIC |

Aruitoxt provided by Eic:



O

ERIC

Aruitoxt provided by Eic:

The Fielding Institute . (T
226 East De La Guerra * N—
Santa Barbara, California 93101
(Attention Frederic M. Hudsor, President)

California State College, Bakersfield
Bakersfield, California 93309
(Attention Thomas M. Watts

Dean, Behavioral Sciences)

City College of San Francisco
50 Pbelan Avenue
San Francisco, California 94112
(Attention Warren R. White
Dean, Evening Division and)Sﬁmmer Session)

University of San Francisco

2130 Fulton Street

San Francisco, California 94117
(Attention Michael M. Howe

) Director, Continuing Education)

~

S2n Francisco State University
1600 ﬁm{izzzy Avenue
San Francisfo, California 94132

(Attention Urban G. Whitaker
Dean, All-University Programs)

University of California, Berkeley

2536 Channing Way )
Berkeley, California 94270 : v
(Attention Barbara Graves

Administrator, Field Studies Program)

ST
s

St. Mary's College

P.0O. Box 397

Moraga, California 94575

(Attention Nancy Dyar
Dirgctor, Office of Er'ernal Degree Program)

¢

Peralta C for Non-Traditional Study
2020 Milvia Street, Suite 20G0
Berkeley, California -24709
(Attentibn Nancy TappeY, President)

'University of Caiifornia, Santa Cruz

292 Central Services Building

Santa Cruz, California 95064

(Attention Eugene H. Cota-Robl=as
Academic Vice Chancellor)

h\..



Raymond College/University of the Pacific
Stockton, California 95211
(Attention Andy F. Key

Director, U. W. W.)

Humboldt State University
Arcata, California 95521
(Attention Janice Erskine
Division of Interdisciplinary Studies)
California Community Colieges
1238 S Street
e Sacramento, California 95814
(Attention Harry Sherer
Specialist, Academic Affairs)

COLORADO

Arapahoe Community College

5900 S. santa Fe Drive

Littleton, Colorado 80120

(Attention Jeanette M. Dunn :

- Assistant to the President)

Metropolitan State Cnllege ,
250 West 14th Avenue , -

Denver, Colorado 80204 4
(Attention Catherine M. Warrick '
Dean)

~ommunity College of Denwer
12600 W. 6th Avenue
Golden, Colorado 80401
(Atténtion William M. Boast
Dean of General Studies Red Rocks Campus)

University of N. Colorado

Faculty Apartments Unit 1

Greeley, Colorado 80630

(Attention Richard J. Wood
Associate Director, The Center for Non-Traditinnal and
Outreach Education) -

CONNECTICU.

University of Hartford
200 Bloomfield Avenue -
West Hartford, Connecticut 06117 ' v
(Attention Bruce W. Jorgensen . - - ° ) :
Director of Special Programs College of Arts and Science)

e

TN
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The Hartford Graduate Center N
275 windsor Street . ]1
Hartford, Connecticut 06120 ' '
(Attention Judd N. Adams

Instructional Design Specialist})

Fastern Connecticut State College
Student Center ‘
Willimantic, Connecticut 06226
(Attention Betty R. Tipton

Associate Dean)

Sacred Heart University
P.0O. Box 6460
“Bridgeport, Connecticut: 06606
(Attention Charles E. Ford
Acadewic V.P. and Dean)-

N

/DISTRICT OF COLUMBTIA

B

wWashington International College

,,12_3.965 Street,. N. W. . e

washington, D. T. 20005

(A .:ention Deborah Bender ,
Director, Admissions and Records) ’ |

Campus-Free College
1239 G Street, N. W.
Washington, D. C. 20005
(Attention Mark I. Cheren ,

i Coordinator for Program Advisor Affairs)
Center for Human Services .
5530 Wisconsin Avenue, N. W.
Washington, L. C. 20015
(Attention lyman H. Frankel, Presider‘)

. University of D. C./Mt. Vernon Camp>us
1331 H Street, N. W. 436
Washington, D. 7. 20015
{(Attention Jea: ne Evans Lea
Acting Dean, Schocl of Continuing Education)

The American ' ‘niversity
308 Asbury Building
washington, D. C. 20016
(Attention Lenore Salt.an
Program Ceveloprment Specialist)

AN

Trinity College
Michigan and Frarklyn Avero«
washington, D. C. 20017
(Attention Claire McCoxmi~<.
Assistant to pcademic Dean/Recearch and Developmenﬂs

Q IS ) |
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DELAWARE

Delaware Technical and Community College
P.0O. Box 897 :

Dover, Delaware 19901

(Attention william C. Pfeifer)

FLORIDA

Florida Department of Education
Tallahassee, Florida 32204
(Attention Myron R. Blee)
Valencia Community College
P.O. Box 3028
Orlando, Florida 32802 '
(Attention Gloria Raines
Vice President for Academic Affairs)

Florida sSouthern College
8578 Avenue C
Orlando, Florida 32809
(r:tention Robert Hedrick
Director McCoy Progam)
Brevard Community College
1519 Clearlake Road
Cocoa, Florida 22922
(Attention Raymond J. Kosika
Dean, Provost C¢-sa Campus

Miami-~Dadé College
11011 s. w. 104th Street _
Miami, Florida 33176 ' -
(Attention J. Terence Kell.

College Director .. Qcc. L[A7) /

Florida International University
Miami, Florida 33199
(Attention Issac Palmore)

Broward Community College
225 Fast Las Olas Boulevard
Fort Lauderdale, Florida 33301
(Attention Willis Holcombe
: ‘Assistant to the FPresident)

Nova University

3301 College Avenue

Fort Lauderdale, Florida 32314

(Attention Deborah B. Giass
Director)

19



O

ERIC

Aruitoxt provided by Eic:

\
Hillsborough Community College
P.0. Box 22127
‘"ampa, Florida 33622
(Attention Rene E. Villa)

University of South Florida

Tampa, Florida 33620

(Attention D. Keith Lupton
Director)

Eckerd College

P.O. Box 12560

St. Petersburg, Florida 33733
(Attention Clark H. Bouwman)

GEORGIA

HAWAII

IOWA

Atlanta Junior College
1630 Stewart Avenue, S. W.
Atlanta, Georgia 30310
(Attention Christine W. Unger
Chairperson, Humanities Division) .y

Clayton Junior College
P.0O. Box 285
Morrow, Georgia 30260
(Attention Billy R. Nail
’ Dean of the College)

Leeward Community College
96-045 Ala Ike
Pearl City, Hawaii 96782
(Attention Joanne Louise Pertz
Stud Rec Evaluation Specialist)

Iowa Lake Community College
100 1/2 North 4th Street
Esterville, Iowa 51334
(Attention Gene Schorzmann
Assistant Superintendent of Tnstruction)

Loras College
Dubuque, TIowa 52001
(Attention John 7. Hess
Director of Communit:r Zducation)



Drake University
2700 University Avenue
Des Moines, Iowa 50311
({Attention Charles 2. Roetpger
Assistant Dean, Continuing Education)

American College Testing Program
P.O. Box 168
Iowa City, Iowa 52240
(Attention Aubrey Forrest
Director, Instructional Design and Assmt.)

St. Ambrose College
518 W. Locust Street
Davenport, Iowa 52803
(Attention Rev. ngard J. Baumann
Dean of Continuing Education)

IDAHO -
Ricks College o
535 Maple Drive
Rexburg, Idaho 83440
(Attention Dean R. Sorenscn
Assistant Dean for Instruction)

University of Idaho

Moscow, Idaho 83843

(Attention Susan Burcow
Executive Assistant)

ILLINOIS

Barat College

Lake Forest, ‘Tllinois 60045

(Attention G. Donald Hollenhorst
Academic Dean)

William Rainey Harper College
~ Palatine, Tllinois 60067
(Attencion Frank A. Christensen
Director, Learning Laboratory)

Elnaurst College
19C¢ Prospczct Street
Elmhurst, Tllinois 60126
(Attention Frederick G. Tyrrell
Director, Records and Fven'ig Session)
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College of DuPage
Glen Ellyn, Illinois 60137
(Attention Martha M. Thomas .

* Instructor, Alpha College)

North Central Assn's Comm. on Inst. of Higher Education

820 Davis Street .

Evanston, Illinois 60201

(Attention Patricia Thrash
4 Assoc. Dir.)

Governors State University
Park Forest South, Illinois 60466 .
(Attention Betty Stanley

Director, Office of Assessment)

City Colleges of Chicago

185 North Wabash Street

Chicago, Illinois 60601

(Attention Salvatore C. Rotella
President, Chicago City-Wide Institute)

"

l

"Roosevelt University
430 South Michigan Avenue
Chicago, Illinois 60605
(Attention William Roderick
Dean, College of Continuing Education)

Northeastern Illinois University
5500 North St. Louis Avenue
Chicago, Illinois 60625
(Attention Bettye Parker
Board of Governors, Bachelor of Arts Program)

Chicago State University
95th Street at King Drive
Chicago, Illinois 60628
(Attention Joan M. Hill
Director, BOG/IC Programs)

Southern Illinois University at Carbondale
Carbondale, Illincis 62901
(Attention H. Eugene Dybvig

Department of Radio and Television)

Black Hawk College
6600 34 Avenuc v
Yoline, Illinois 61265
(Attention Cherles E. Laws
Czan of Liberal Studies)

by
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INDIANA

11

“Westeérn Illinois University
,.’Sherman Hall 309 ;
- Macomb, Illinois 61455

© (Attention Lawrence R. Murphy

Director, Non-Traditional Programs)
University of Illinois at Chicago Circle
351 Illini Tower _ .
Urbana, Illinois 61801
(Attention E. Eugene Oliver
Director, University Off. sof Schcol and College Relations)

Southern Illinois University Edwardsviiie

Campus Box 46

Edwardsville, Illinois 62026

(Attention David George Brown :
Assistant Dean, The Graduate School)

Eastern Illinois University
Cnarleston, .I1linois 61920
(Attention Laurence Ringenberg
Dean, College of Arts ana Sciences)

Board of Education
119 South 5th Street
Springfield, Illinois 62701
(Attention Richard I. Miller
Associate Director for aca. Aff.)

Board of Governors of State Colleges and Universities
222 Tollege Street
Springfield, Illinois 62706
(Attention Robert A. Pringle
Associate Executive Officer for Academic Affairs)

Sangamon State University
Springfield, Illinois 62708

(Attention Leroy Jordan

Director, Applied Study)

Indiana University
Krannert Building, Room 060
1125 East 38th Street
Indianapolis, Indiana 46205
(Attention sSylvia E. Bowman
Special Ass® “tant to the Piresident)

SRS
S



12

Calumet College
2400 New York Avenue o
Whiting, Indiana 46394
(Attention Ray J. Krajenski
Vice President Academic Affairs)  ————

University_of Evansville
Evansville, Indiana 47701
(Attention Larraine R. Matusak
Dean, College of Alternative Programs)
Y ‘
KANSAS

Kansas Community College
7250 State Avenue '
- Kansas City, Kansas 66112
(Attention Marjorie K. Blank : i
Assistant Dean for Student Personnel Services)

t

1

Kansas State University
307 Umberger Hall
Manhattan, Kansas 665C%5
(Attention John D. Steffen ~
Director, Non-Traditional Studies)

Bethel College
North Newton, Kansas 67117
(Attention William Keeney
Director of Exp. Le 1)

KENTUCKY

Zpaidina College
851 5. Fourth Street
Louisville, Kentucky 40203
(Attention william J. Hoar
Coordinator, Experienced-Ceritered Learning)
Berea College
Work-Study Development Project
C. P. O. 2348.
- Berea, Kentucky 40403
(Attention Charles R. Schindler
Director, Information and Lxtension)

University of Kentucky
303 Administration Building
Lexington, Kent :cky 40506
(Attention Robert F. Sexton
Executive Dire tor, Dffice of Experiential Education)
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Union College
Box 448
Barbourville, Kentucky 40906
(Attention Dale K. Myers
Director, Office of Experiential Education)

LOUISIANA

Delgado College
615 City Park Avenue
New Orleans, Louisiana 70119
(Attentlon Audrey M. Cullen
Director of Business and Cultural Affairs)

MASSACHUSETTS

Berkshire Community College
West Street
Pittsfield, Massachusetts 01201
(Attention Emily L. Jahn ,
-Diregﬁo;, EXperiential Learning Center)

University of Massachusetts, Amherst

Wysochi House .

Amherst, Massachusetts 01502 4

(Attention Edward J. Harris .
‘University Without Walls)

North Shore Community College
3 Essex Street
Beverly, Massachusetts 01915
(Attention Anita P. Turner
Directcr, Center for Alternative Studies).

Salem State College
Salem, Massachusetts 01970 ' :.
" (Attention locuis J. Theriault

Director of Continuing Education)

’
/

Northeastern University
Bostcr, Massachusetts 02115
(Attention Sylvia J. Brown o . )
Research Assistant, Cooperativé Education Research Center)
‘ )
University of Massachusetts at Bostor.
100 Arlington Street
Boston, Massa-husetts 02116.
(Attention John H. Strange
Dean)

15
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Bunker Hill Community College
Charlestown, Massachusetts 02129
(Attention william M. Craft

Dean of the Open College) ~

Institute of Open Educ“tlon

15 Miffldn Place

Cambridge, Massachusetts 02138

(Attention Joan Goldsmith
Co-Director)

Lesley College Graduate School of Education
29 Everett Street
Cambridge, Massachusetts 02138

(Attention Rebecca Kent
Coordlnator, Spec1al Projects and Undergraduate Cont. Education)

Massachusetts Board of Regional Communlty Colleges

470 Atlantic Avenue S .

“:oston, Massachusetts 02210 '
cention Jul:s O. Pagano, President)

Southeastern Massachusetts University
North Cartmouth, Massachusetts 02747

_(Attention Robert L. Piper

Directer, Division of Continuing Education)

MARYLAND

Bowie State College
Bowie, Maryland 20715
(Attention Charles A. Stokes
Professor of Graduate Education)

University of Maryland - University College
University Roulevard
College Park, Maryland 20742 _
(Attention Bette S. Coplan »
Director of Research for Continuing Education)

Hartford Community College
P.O. Box 216
Churchville K ‘and 21028
(Attention : F. Marcuelos
n. ..stant Dean for Learning Rescurces)
AEDS, Inc. 7
10680 Rain Dream Hill-
Columbia, Maryland 21044
{Attention James V. Clark, President)

N .
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Towson State Cdéllege

"Baltimore, Maryland 21204

(Attention Kenneth A. Shaw
Vice President and:Dean>of the College)
The -Johns Hopkins University Evering Collegé-and Summer Session
Baltimore, Maryland 21218 >
(Attention Richard J. Allen.
- --Director, Division of Arts and Sciences)

Morgan State University
Coldspring Lane and Hilton Road
Baltimore, Maryland 21239
(Attention Calvin E. Woodland
Associate Professor .of Education)

Hood Coligge
Frederick, Maryrland 21701
(Attention Mar:tha E. Church, President)

MAINE . . .
Andover Institute ‘
335 Forest Avenue B
Portlani, Maine (04101
(Attent:zon Ruth C. Fulton _
Academic Dean)
MICHIGAN

Oakxland University

Rochester, Michigan 48063

(Atterntion 23illie De Mont
Associate Provost, Center for General and Career Studies)

Madonila College
36600 Sschoolcraft Road
Livinia, Michigan 4 .
(Attention Sister M. Francilene
Academiz Tean)

The C~=t.roit Institute of Techrology
2727 Second

Detroit.,, Michigan <8201

{Attention Hughk L. Thompson, President)

Wayne State 7Iniversity
1107 Mackenzie Kall
Detroit, Michigan 48202
(Attention Robert . Hubkard
Assistant Provost fcr Tnst'l Rel.)

RS
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Detroit Institute of Addiction Res. and Tra1n1ng

7707 West Chicago Avenue .

Detroit, Michigan 48204

* (Attention Thomas C. Kauffman
Director) ‘

Marygrove College
8425 West McNichols Road .
Detroit, Michigan 48221 . : N
(Attention Thomas K. Plofchan

Dean of Continuing Education)

Delta .College
Unlver51ty Center, Michigan-48710
(Attentlon J. Cheger
i Chairman, Department of Sociology) - i
Mlchlgan State Unlver51ty
17 Morrill Hall -
East Lansing, Michigan 48824
o (Attention John S. Duley ”~
o Assistant Professor, Learning and Evaluation Service)

Central Micﬁi§an University
Mount Pleasant, Michigan 48859

(Attentlon John T. Yantis . ,
“ Director, Instltute for Personal and Career Development)

kR

Kalamazoo Valley Comm College\
6767 West. O Avenue
Kalama?oo, Michigan ‘49009
(Attentlon Carla Noe
Experlence Based Bducatlon)

Nazareth College at Kalamazoo
Nazareth, Michigan 49074,

(Attention Mary R81Ch11ng/ -
C Coordinator fo% Academic Advising)

Siena Heights College
1247 East Siena Heights Dr.
Adrian, Michigan 49221 \ . '
(Attention Peter I. Bouvier
Director, General Studies Division)

Ferrls State College School of Allled Health
‘Swan 105
Big. Rapids, Michigan 49307
(Attention' Jeffrey F. Cross
Coordinator of External Degree Programs)
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MINNESOTA

Metropolitan Consortium for Competence Based Education . -
Inver Hill Community College s
St. Paul, Minnesota ¢
‘(Attention E. Sharon Hayenga
D1rector of Competence Based Educatlon/External Degree Program)-
Metropolltan State University ‘
Suite 1190 .
Metro Square N
7th and Roberts Streets
St. Paul, Minnesota 55101
(Attention George Ayers
: Vice President for Academlc Affalrs)

University of Minnesota : ’
105 Walter Library - ' : '
"Minneapolis, Minnesota- 55455
(Attention Barbara Knudson
Dean, University College)

Winona State University
Winona, Minnesota 55987 \
(Attention Pauline Connel N ’

Project Director)

St. Mary's College’

Winona, Minnesota 55987: .

(Attention Brother Leonard Courtney
Professor of Education)

St. Cloud State -University
St. Cloud, Minnesota 56301
(Attentlon Lowell Gillett
Acting Vice President. for Academlc Affairs) -

College of St. Benedict

St. Joseph, Minnesota 56374

(Attention Sister Emmanuel Renner
Dean, Continu%gg Education)

MISSOURI : L

Webster College
St. Louis, Missouri 63119
(Attention Barbara Ann Barbato
_ Diregtor of Contract Center)

| VAN
(Jo)
5..%: o
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Park College . 4
2420 Pershing Road, G+-10
‘'Kansas City, Missouri 64050. v
(Attention Barbara J. Higdon . by
Dean, School for Com. Education)
Pioneer Commnnity College
\ : 560 Westport Road- .
B ' Kansas City, Missouri 64111
’ (Attention Queen F. Randall :
Dean of Instructlonal Systems)

Ottawa University )
605 W. 47th Street, Suite 317
/ Kansas City, Missouri 64112
(Attentlon Keith Shumway
Dean of Non—Trad1t10na1 Studles)

‘Columbia College
--8th and Rogers
Columbia, Missouri 65201
(Attention Benelle E. Reeble
Associate Dean and Registrar)
Stephens College !
Columbia, Missouri 65201
{Attention James Waddell
) Assoc1ate Dean of the Faculty D1r.,
Unlver51ty Wlthout Walls)

University of Missouri
429 Clark Hall
Columbia, Missouri 65201
(Attentlon Lynn W. Martin
D1rector, Intercampus Instructlon)

-~

MONTANA ~ B T

Montana State University
‘Bozeman, Montana - 59715
(Attention Irving E. Dayton
Vice President for Academlc Affalrs)

University of Montana
Main Hall 107
Missoula, Montana 59812
{(Attention James Hall
Dean,--Center for Contlnulng Educatlon)

N\

195




" 19 -

NORTH CAROLINA

" University of'ﬁorth .Carolina at Chapel Hill
121..Abernethy Hall 002A
Chapel Hill, North Carolina 27514
(Attentlon Norman Howard Loewenthal
Program Coord. for Independent Study)

- Saint ‘Augustine's College
~1315 Oakwood Avenue v
Raleigh, North Carolina 27611
(Attention Thelma Roiindtree -
Vice President for Academic Affairs)

‘Shaw University . I PR 4
118 E. South Street ) e
Raleigh, North Carolina 27611 . , ~
(Attention McLouis Clayon . ‘ SN ' :
Director,-Center for Alterrative Programs of Education)

Appalachlan State Unlver51ty
413 E. Howard Street
Boone, North Carolina. 28608~\
_(Attentlon James W. Jackson
: Dean, Contg Ed, Ed Innovation & Cha.)

Mars Hill. College 4
POB. 539 '
Mars Hill, North Carolina 28754
(Attentlon Glenn C. Trantham
Director of Experiential Education)

NORTH DAKOTA

Mary College
Apple Creek Road .
Bism~rcok, North Dakota 58501
'(Afcenthon Thomas P. Johnson
Vice President, Academic Affairs)
NEBRASKA
' Central Technical Community College //
P.0. Box 1024 ‘ . :
Hastings, Nebraska 68901
(Attention Michael E. Paradise
' ‘Campus President)
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- NEW HAMPSHIRE

University System of New Hampshire
Taylor Hall
- Durham, New Hampshire 03824
(Attention Maurice E. Olivier ‘
Assistant Dean, School of Contlnulng Educatlon)

NEW JERSEY
Bloomfield College o
Bloomfield, New Jersey 07003
(Attention Mary Kay Mulligan
D1rector of Academlc Advising)

Kean College®
Morris Avenue _
Union, New Jersey 07083
(Attention Nathan Weiss, Presiden;)
13 . .
Ramapo College of New Jersey
Mahway, New Jersey 07430 ’ -
(Attention Martha Sachs . _—"
Director of Adult Learning)
Bergen Community College
Paramus, New Jersey 07652
(Attention S. Charles. Irace —-
Vice President)'

,Glaséboro State College

Bole Annex ‘

Glassboro, New Jersey 08028 e

(Attention Donald Pierpont . S
D1rector of Center for Experlentlal Educatlon)

Stockton State College

Pomona, New Jersey 08240 :

(Attention Dr. Laurence R. Marcus
. Asst. to the Vice Pre51dent for Academlc Affalrs)

Educational Testing Service
. Princeton, New Jersey 08541
(Attention Winton H. Mannlng
: Vice President; Developmental Programs)

Thomas A. Edlson College, FnrrGStal Center
Forrestal Road '

Princeton, New Jersey 08540

(Attentlon James D. Brown, Jr., Pre51dent)
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- New Jersey Education Consortium Inc. .
'228 Alexander Street ~
Princeton, New Jersey 08540 )

- (Attention CAEL Representative)

=N

W. Paterson College, of N. Jerséy
300 Pompton Road i
Wayne, New Jersey 07470 Ty,
(Attentlon Donald P. Duclos
Director, Contlnulng Education)

. ."“'Trenton,state College
Box 940 Hillwood Lakes
Trenton; New Jersey 08624 -
(Attention Mr. Husain Qazilbash
e D1rector, D1v151on of Contlnulng and Adult Educatlon)
Mercer County Communlty College
1200 0l1d Trenton Road —~
Trenton, New Jersey 08690
(Attentiun Gregory O. Gagnon
- ‘Directer of Exten51on Programs)

Middlesex County College ) ,
Edison, New:Jersey 08817 . -~ = -
(Attentlon Diana Mlchelle Goffe

Reglstrar)

-University College and Rutgers University
New Jersey ‘Hall '~
Hamilton Street '
- New Brunswicl:, New Jersey 08903
(Attentlon Edwafd J. Regan, A551stant to Dean, Assoclate Reglstrar)

NEW YORK -
Borough of Manhattén Community College
1633 Broadway
New York; New York 10019
(Attention Arnold H. Scolnick :
: Dean of Continuing Education and S. -S.

Amerlcan Management Assoc:atlons
135 West 50th Street
New York, New York 10020
(Attentlon Harry F. Evarts
Dlrector of Educatlonal Serv1res)
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Fordham University

Lincoln Center o

New York, New York 10023

(Attentlon George Shea

' - Dean,  Liberal Arts. College) e

CUNY

33. West 42nd Street

New York, New York 10036

(Attentlon Sheila Kaplan - - . : ‘
Directer, CUNY Baccalaureate Program)

Pace Unlverglty .
Room W-103, Pace Plaza
New York, New York 10038
.(Attention Owen F. Peagler
Dean, School of Cont1nu1ng Education)

‘College of Staten Island

715 Ocean Terrace .

Staten Island, New York 10301

(Attention Roslyn R. Attinson
Associate Dean of Faculty)

‘Rocklard Community College

145 College Roadl

. Suffern, New York 1090
“(Attention #arl J. Lowell

€ _Assistant Dean of Inst.)

Dominican College of Blauvelt ' ' ot
Blauvelt, New York 10913 : ‘
(Attentlon Anthony G. Barone

D1rector, Life Experlence Adult Program (LEAP))
st. Thomas.Agulnas College

ARQute 340 .

Sparkill, New York 10976
(Attention Ursula Joyce
: D1recton of Testlng)
' N

'LaGuardla Communlty College

- 31-10 Thomson Avenue

Long. Isiand City, New York lllOl ‘

(Atten*lon S. C. Goxdon R

E Assoc1ate Dean, Division of. Cooperatlve Educatlony

[

;
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:Universiti College,-AAelphi.University
Garden City, New York 11530

. (Attention’ Dor1s M. 51lverste1n o
Dean}

" Hofstra University
210 Weed Hall
Hampstead, New York.. 11550
(Attentlon Dav1d C. Chr1stman
pean, New. College)

SUNY College at Old Westbury .
Box 210 _ :
0ld Westbury, New York' 11568 ’
(Attention Myrna L. Adams
Dlrector of Alternatlve Lrng Pro)

College of St. Rose

Albany, New York. 12203

'(Attentlon Donald Rappa:
Undergradvate Dean)

Emplre State . College'
2 Union Avenue ) . o
Saratoga Springs, New York 12856 '
. (Attention John Jacobson ' i
Coordinating Center) o ‘ ‘//.
Syracuse Universiﬁy
335 Comstock Amenue
y*acuse, Néw fbrk 13210
(Attention Ms. N. J. Galson
SR A Division of International Programs Abroad)
" : B _ : : .
Harfwick College
' Oneonta, New York 13820
(Attentlon Edith M. Daly
D1rector of Inst. Research)

Canisius College , ‘ ,

2001 ‘Main Street : : ‘ ~ : . \_

Buffalo, New York 14208 ° P 0

(Attentlon Charles-R. Schmidtke o ' . R

't.. . Ass1stant Dean of Cnt Studles) KRN

K Corning Commun1ty College =
Cornlng, New York 14830

(Attentlon ‘Anne E. Cohn'- _ ) Y

‘ Director, 5pec1al Programs) C S L%
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Elmira College

. Elmira, New York 14901

(Attentlon David G. Ruffer
- Provost)

. —"Michael Owens Technical College

{

Oregon Road, Caller No. 10,000

Toledo, Ohlo 43699

(Attentlon Boyd P. McClaskey

/ o Vice President .for. Instructlon)

Musklngum College

‘New Concord, Ohio. 43762

(Attentlon L. M. Cunnlngham .
~ Dir Gu1dance, Dev and Assessment)

’

Baldw1n-Wallace College

'275 Eastland Road . o o o /.

Berea, Ohio 44017 . ) A
(Attentlon Allan V. Swanson . -~ . - S /.H
D1rector of Cont1nu1ng Educatlon) /‘
.Lake Erie College L ;
' Painesville, Ohio 44077 R S e

(Attentlon Charles E. P. Slmmonds, Pres1dent)

Dyke College

1375-E. Sixth Street ‘ P

Cleveland, Ohio . 44114

(Attentlon Gary J. Doberstyn.
Admln..Asst., Acadeniic Affalrs)

leam College
Hiram, Ohio 44234
(Attention Robert MacDowell
' Vice Pres1dent and Dean)

Kent ‘State” Un1vers1ty T
202 01d Student Union- |
Kent, Ohio 44242 Co
(Attention Donald M. Hassler

‘ 1; Dir. Experlmental Programs)
: e
University of Akron N 'd‘j“"' R

- 302 E. Buchtel Avenue

Akron, Ohio - 44325 o N
(Attent&on Elizabeth Hittle. . = -

Dlrector, Edu, Research and Dev. Center)

N



' Mount' Union Colleée _ _ -
. 1972 Cclark Avenue o o - . r

RN

Alllance, Ohio = 44601
(Attention G. Benjamin.Lantz
" Dean of College)
~\Mount Unlon College
Alllance, Ohio 44601
(Attentlon Thomas R. Conrad
Co .Dir. Non-Traditinnal. Study

i

BT East_ Cen. Colleoe\Consortlum)

~

University of Clnc1nnat1
Clifton Avenue -~
C1nc1nnat1, oOhio 45221
(Attention Calvert Smith
V1ce Pres1denﬁ Contg. Ed‘)

Antioch Colleg b

Yellow Springs, Ohio 45387

* (Attention. Paula John R ,
‘Reg stra:)-" P '

Union for Exp rlmentlng Colleges and Universities
2331 Victory. Parkway
Cincinnati; Ohio 45203 -

(Attentlon Edwin F. Hallenheok

y Director of Research)
Slnclalr Communlty College,'
444 W. Third Street
Dayton, ‘Ohio 45402

(Attentlon Barry C. Heermann

- Project. Dlrector, Exp. Based Ed )

erght State- Unlvers1ty _—
Colonel Glenn Highway: . ) L ’

Dayton, Ohio 45435 N
{ Attention Barton Wechsler

( : Dlrector)

' . University . .of Dayton L .

* 300 College Park

Dayton, Ohio 45469 =

(Attentlon Joseph W. Stander

. *Vice, Pres1dént for Aca. Affalrs and Provost)
e o - i “ \“ .
" ohio Unlvers1ty .\ g .

302 Tupper Hall - - CIRE T \';

"Athens, ' Ohio- 45701 oLt

(Attentlon Rlchard w. Moffltt .

Actlna Dlrector, Inde nndent Study)

RNy
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Hocklng Technical College
Nels~nv1lle, OChio 45764
[ ,/4Atﬁentlon Richard L. Mlthchell‘
/’*Lf” . © Vice Presldent of Instruction) .

QKLAHOMA

Unlver51ty of Oklahoma

1700 Asp Avenue, Suite .226 .

Nomman, Oklahoma 73069

(Attentlon Dan A. Davis ‘
\ L College of leeral Studles)

'OREGON IR

Marylhurst .Education Center .
. Marylhurst, |Oregon 97036 .
. (Attention Sister Barbara Gfeller :
) Director of Degree Programs) .
S T / K\\,
‘Oregon State niversity\
' ‘Corvallis, Oregon 97331
/ (Attention . Stuart E. Knapp - . ‘ ’
Dean, Administrative. I::iter qfflce of Undergraduate Studles)

T T
""Oniversity of Oregon
: wallace School Of Comm- Serv and Public
/ Eugene, Oregon \ 7403 _ '
o W(Attentlon Rl hard Fehnel. o ,
\ ) . ?rof )} '_ o ‘!
Lane Community.Cofaege f
‘4000 East 30th. Avehue"‘ ‘ , !
Eugene, Cregon 97405 ‘ - /
|
l
I

\

Affairs .

\ (Attention Eugene Sorenson A
o __A5§essm§n§ and T2sting)

Southern Oregon Colle%é
Ashland, Oregon 97520
'(Attentlon Arthur Kreisman
Dean of Arts, and Sc1ences)

E~~tern Oregon State Coflege
. La Grande, Oregon 97850 .
{Attention Rodney 2. Brig s,_Pres;dent)

PENNSYLVANIA . o S
;Carlow College

o 3333 Fifth Avenue’ o
"h~-:u~‘P1ttsburgh, Pennsylvanla\ l 213 . _ o : 3
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1

Point Park College .
Pittsburgh, Pennsylvanxa*-15222
. (Attention Ms. A. L. McCalmont

‘ Assoc1ate Dean)

! B
. . ! i ‘ L K
Chatham College . SIECEE N ’ A
Plttsburgh, Pennsylvanla 15232 ' | )
‘(Attention Margaret A. Gavola :

Career Plan and Field Place)
Westminster College o~
New W1lm1ngton, Pennsylvanla 16142 _
(Attention Phillip A. Leyls - : ‘ - 5

peam L

o S SN B . | S

" Edinboro State College-. . . -

-

' Ellzabethtown College,
. Elizabethtown, Pennsylvania 17022

]
Edinboro, Pennsylvania le41iz:
(Attention Thomas V. Come .
\ ;; Co-Dlrector of ere-Exp. Ctr.)

.“/ o N .

~b

(Attentlon Raymond'R. Reeder

D1re tor, Ctr. for Communlty Education)
%

Pennsylvanla Department of Educatlon

. Box 911 : .

Harrlsburg, Pennsylvanla l7126

- (Attention Virginia F. ‘Barcus °

< _ Dlrector, office of Spec Prog)

Pennsylvanla State Unlver51ty, Capltol Campus S
Middletown, Pennsylvania /17057 = | ' . _ y
(Attentlon John J. Joseph \ . C
' A551stant to Dean of Instru tion) ~

Lancaster Blble Coll\qe o \\ L i_ TN
901 =den Road - T ’ o E .
Lancaster, Pennsylvanla 17601\
(Attentlon Edward A. Buchanan

Dean of Academlc Affairs) AR \

Susquehanna Unlvers1ty

Selinsgrove, Pefinsylvania 17870

(Attention John Thomas Moore o
- Reglstrar) SR e e

Northampton County Conm . Colleae
3835 Green Pond Road
Bethlehem, Pennsylvania 18017

./(Attentlon Jane E. Huber,

D1rector, Credlt for Exp Learnlng)

%\ 4 :”//‘ »;/}////, «
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Lehigh Coﬁnty Community Cecllege
2370 ‘Main Street -

Schnecksvﬁlle, ennsylvanla 18078
-(Attention Jack 4. Burger

Call Program Coordlnator) LN
N 1

East Stroudsburg,. Pennsylvanla .18301 ®
”(Attentlon Theodore H. Newton

: ‘ Coordlnator)
| - :

| _ University’of Scranton
’ Linden Street .

8cranton,.Pennsylvan1a 18510
(Attentlon ‘Victor J. De Santls

. o Dlrector of Contlnulng Educatlon) o '

: /;Cg ~ Center for Degree Studies . ;
_[Scranton, Pennsylvania - 18515

(Attentlon Charles - Mlller, Pres1dent)

East Stroudsburg state College

Luzerne Co .Comm. College

»»Prospect -Street.and-Middle :Road-— — ™ Sio ool
Nantlcoke, Pennsylvanla 18634 : L - ; R
(Attentlon Byron E, Myers : .

o Dean of Academlc Serv1ces) EE .

"3K1ngs College . . e '

Wilkes .Barre, Pennsylvanla 18634
(Attentlon Edmund Nap1eralsk1

t
Y o

D1rector, HoQors Program)

Bucks County Comm College N

Swamp Road . . ) \
kNewtown, Pennsylvanla 18940 VR |
(Attent:l.on Susan Schuehler | P
. Coord. Contg. £d for Women) S %ﬁﬂgg_L,-’/ﬂ’”'”
'*Amerlcan c o ’;/_)“ E }
270 Bryn Mawfl . ' N L -
Bryn- awrfiPEHhsylvanla 19010 @ -

4Attent19n Harold

Rahmlow . R o
'~-; .. VP - \hrnlng Sys and Testxng)

Our Dady of Angels College - .7”
Aston, Pennsylvanla 190f)\\\
(Attentlon Robert E. Dietrich

Déan, Contlnulng Educatlon




_ Delaware County Comm. College
Media, Pennsylvanl 19063 '
(Attention Eugene J. Kray .

Dean of Comuunity Ed.)

Villanova University . . o

Villanova, Pennsylvania - 19085 . o

(Attention‘Rev. David L. Brecht : s
- Assoc: Dean of Unlver51ty College)

/

Communlty College of Philadelphla

34 S. 11lth Street BN

Ehlladelphla, Pennsylvania 19107

(Attentlon Raymond A. Pietak

-

3

, /‘ Provost<gf R : ‘ e

Temple Unlver51ty . . i . e s

. - . "PHiladelphia, Pennsylvanla /19122 “"f N .
' Attent:l.on Norma.F. Furst. : L
Dean) '

Llncoln Unlver51ty - Eaglev1lle Masters Prog.,‘l. - '
———P<O0—Box-45- > — N

Eagleville, Pennsylvanla 19408 - . R

(At%entlon Joseph Ershun :
" Project Director) = = ' . ' -
S , . T '
Reading Area Communlty College
-, ~ Fremont and Bruckman Avenue - ~—— .-
= Readine, Pennsylvania 19605 -
‘ ' (Attent:l.on Walter M. Slygh =
- Deaxn of Student Serv1cesﬂ

|
', )
4 .

—~PUERTO RICO' - ~ . =~ - e o L
- . . : .
World Unlver51ty K
Avenue Rarbosa Esq. Guavamia - = £
“Hato Rey, San 'Juan, Puerto Rico - 00917 . '
e (Attentlon Robert S. Webber . ' A
——Speexal»Ass1stant—to~the—Pre51dent for- Educatlonal~Dev ff—-

P

'RHODE 'ISLAND I L

. ' Rhode Island College
//////600 Mount Pleasant .
Prov1d°nce, ‘Rhode Island 02908 ° .
(Attent\on Charles Douglas ‘Walton " . o
' Research and Plann1ng Spec1allst)
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SOUTH CARoLINA"' ' - R4

College of Charleston :
Charleston, South’ Carolina * 29401 ‘ /
(Attentlon Frank D. Van Aalst’ Lo

, y Dean qf Career Development) SOy o

N's

-l

Pledmont\Technlcal College
..P.O. Drawer 1208 . : :
Greenwood, South’ Carollna 29646 ) o
(Attentlon William R. Granger T ’ ) .
' D1rector of Guldance ano Counsellng)

| SOUTH DAKOTA . - . BN ST L
UniVetsity'of South. Dakota
'(AEEZEEIBh Loren*M——Carlson

Dean .of Cont1nu1ng Educatlon
State—Wlde Educatlonal Serv1ces)

T 4

,Augustana College T . cm R

~ . sioux Falls, South Dakota 57102 ' . - __-—
' “(Attentlon William R. Matthews e o
" B ~VP~for—Academ1c Affalrs) T

TENNESSEE
"4;} Unlverslty of Tehnesseell;mi~ = R AR S
" . " 10th and Charles - L T
. Nashville, Tennessee" 37203 S o PR B
' (Attention Eugene Upshaw T .
e 1 Chanc for- Academlc Aff ) N SRR

" Lincoln Memorlal'Unlver51ty” . '

. +. Harvogate, Tennessee . 37752 . A e
P (Attentlon ‘Michael K. Triggs: : B
S o _ A551stant to the Academic Dean) R

A”Off—Campus Studles, Inc.___mu”,-~ _
' 'P.O.,Box 11887 ._ ___ ‘ S
”‘A-5915 Casey Drlve S _ ' L oo
Knoxville, Tennessee 37919 : '
, _'(Attentlon David D. Bush _ .
T ’ DJrector) E L °. .

T DRSO S I

i Dyersburg State Communlty College _ T
1516 ‘Nichols ‘Avenue o o '
- . /Dyersburg, Tennessee. 38024 . .

. .. .(Attention Al clark)

.- N - .
. . : )
- .

"N
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3 RN
‘Shelby State Communlty College S o
~P.O. Box 4568 : o S
_'Memphis, Tennessee 38104 S
(Attentlon Norman G. Ervin -~ - - . #

Area Dlrector Career and Cooperatlve ‘Studies)

Memphls State. Unlvegslty : A
Memphis, Tennesse 38152 . . - e
(Attention Professor Arthur Chlckerlng . ’ :

' Dlrector of Center for the Study of ngher Educatlon)

N Jackson State Communlty College o
c P.O. Box 2467 .. . T A
-Jackson, Tennessee 38301' : ""-_ ‘ , : ' R
(Attentlon Joe M. Pentecost " T e PR '

: Chalrmaﬁ: Division of Technology)

N o : R >

Un1vers1ty of Texas at Dallas o ot
~ Richa¥dson, " "'ekas“ 75080—- ~—~_r e
(Attentlon Regina M. J. Kylé. )
. - Exec’ Dean for Undergrad Stud.),

Mountaln View College : L N L o

v 4849 W. Illinois - o Lo AT e
- pallas, - Texas 75211 . c R

(Attentlon N. Patrlcla Yarborough 2L h _ :

T Dean, Inst & Student Dev,) , : T T

East Texas State Unlvers1ty
Cdmmerce, Texas 75428 :
(Attentlon ‘Jerry D. Morrls L
- Dean of“the Gradua;e‘School) ''''' 13—4~f~4-a»i-w~y~~fj——~—ff~é
®, . LB
' East Texas ‘State Unlverslty : J;."’ - A A
P.O. Box. 5518 - . =~ - N ﬁ-j?' S j, .
‘Texarkana, Texas 75501 - R g ' ..f"'
"(Attention Perry Bradley Hall> =~ =~ . e ‘--*,i’/”
SRR Dlrector of Admlsslons) i

-*'—i'f - T T T
TR 1 ! ‘ o A | IR :
. 3 4 bnlverslty of Houston .~ AR TR AN t

E

%316 E._Cullen Building .- . : C \{
Houston, ‘Texas .- 77004 = T o . C H,/
(Attentlon Andrew Rudwick . -~ ¥ 5 . - ,f' ,
: .”\ ;“*Asslstant Vice Pres1dent)ﬁn".:}m;m;““éfLm,H“ﬂ;“_l_-__l"m_r_
Texas ~“southern Unlverslty , L . / .
\ Houston,‘Texas 77004 - SR fﬁ“‘:,f col B

(Attentlon Hortense D1xon

'_?‘ : ’ o Ass1stant VP for Academic . Affalrs SRR AN
' ‘ : Dlrector, Urban Resouzces Center) T ‘

.: ) e /
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CCAF/RLO - )

Lackland Air Force Base, Texas 78236

(Attention Charles M. Kiker . _ v
Profe551onal Relatlons D1V151on) L . -

Our Lady of’ the Lake Unlver51ty :

411 SW 24th Street - :
. San Antonio, Texas. 78285 T

'(Attentlon Sr. V1fg1n1a Clare Duncan)

St. Edwards Unlvc2§1ty_

3001 S. Congress o

Austin, Texas 78704

(Attentlon Jean Meyer

A

«l
.

o

B4

'~ - Westminster College ' = '
" ° 1840 south 1300 East:
Salt lake City, Utah’ 84103
, (Attention Ralph Vernon Backman v
'““*—-—M——mwr—m'hl_“__Dlrector of Adult Educatlon)

T
\

Unlver51ty of Utah .
1120 Annex Bulldlng R ‘ :
“Salt Lake City, Utah' 84112 .
- (Attentlon Dale Montgomery L
- D1rector, Center for Independent Study)

N i o X . ____‘_.__...- R R T P
. £ ' . S o - e . .

virgivia = oo o : ¥

ned

_ George ‘Mason Un1Ver51ty - Office, of Extended Studies
.. 4400 University ‘brive..
_Fairfax, V1rg1n1a 22030 o
(Attention, Barbara K. - Spath- . . C :
Coord1nator of Bachelor of Ind1v1duallzed Studles Program).

v

Vlrg;nla Commonwealth Unlver51ty
301 W. Franklih Street

'““~f—*~—1uchmond—wnrgiﬁn»~73220~4wr
o (Attentlon Nicholas.A. Sharp
Coord Non—Trad S - Off of Contg Ed )

Hampton, Virginia 2367
(Attenﬁlon William Willis Kltchln//
LR ..+ Dean of Instructlon)/

/I P

.T§'<3 Thomas Nelson thmunlty6College L ; U ///T '

¢
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"Vlrglnia State College L ‘ .. £
_ Box.64 T
. Pet ersburg, Vlrglnla 23803 -
(Attentlon Hunter Douglas HaMIett :
Dean, Div1slon of Development Studles)
.;Vlrglnla Poly Tech Inst ‘and State Un1vers1ty
-'Blacksburg, V1rg1n1a 24061 ' ‘
"(Attentlon Edwin P.. Martin

Sy Dlr, Speclal Acadtmlc Programs)
VERMONT et e
\\< ;5 . School for Internatlonal Tralnlng : NS
-, - Kipling Road =i . L '
. . . ‘Brattleboro, Vermont 05301. SR "f/ .
%"-“?A-JR w(Attentlon .John A. Wallace 2 ]
N Dlrector) AT N l
"\\ff : "Communlty College of Vérmont T
LN T "Montpeller, Vermont- 05602 - X
N (Attentlon Peter P; Smith, Pres1dent) N
v e - S By
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For- the Future
‘ﬁe‘hope'that his workbcoh meets your needs. Please take a minute
.now to complete the form below. \Eecause we hope to update this workbook
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